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ABSTRACT 

The goal of this special demonstration project was to 
develop adult secondary business education courses related to the 
computer. An additional phase focused on the development of a 
microcomputer^based program providing the needed computer literacy 
and applications for its use. An advisory committee identified five . 
areas of instructional need: word processing, computer programming, 
computer accounting, data entry, and microcomputer use. The six 
instructors who would teach the courses developed course 
descriptions, topical outlines, course plans, and promotional 
material and examined and selected software for each area. Following 
the 10-page narrative, appendixes provide the ^mate^i a] s produced. 
These include the materials for an introductory computer terminal 
applications course (course oi^tfline, day-to-day plans), computerized 
accounting (course outline, software instructions, curriculum guide, 
and course plan), computer programming (structured BASIC course 
outline and day-to-day plan, COBOL course outline), word processing 
(introduction, course day-to-day plan, sample instructor assignment 
sheet), and data entry (course outline). Other appendixes contain 
promotional and certificate program information, a paper on 
microcomputer use in adult learning center classes, a description of 
a microcomputer use course, and ratings of evaluated software. * 
(YLB) . . '•*'*.* 
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ABSTRACT 

INSTRUCTIONAL MATERIALS DEVELOPEMENT FOR COMPUTER \ 
APPLICATIONS IN ADULT BUSINESS EDUCATION CLASSES 

RFP addressed:' Implementation of Microcomputer-Assisted 

Instruction - 

This project! was composed of two segments; the first was 
adult secondary business education courses related to the 
computer, and the second was Microcomputer use in Adult 
Basic Education and adult secondary classes.' This project 
used an advisory committee to identify the five areas of 
instructional need: word processing, computer programming • 
computer accounting., data entry, and the use of micro- 
computers. The school had certified instructors, equip- 
ment,/ rooms and 4 support personnel, but lacked course 
descriptions, outlines, software, a planned ^sequence of 
laboratory activities, textbooks, promotional plan and 
support literature. The thrust cf this project was to 
bring this all together into an organized* plan. The 
curriculum materials produced included course outlines for 
the courses: Computer Terminal Applications, Computer 
Accounting, Structured BASIC Programming, Structured COBOL 
Programming, .Word Processing, Data Entry, and Microcomputer 
Use. Thejre were course descriptions written for each 
course, a wide variety of instructional plans, and promo- 
tional materials. 
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I. Introduction 

The. Fort Wayne Community ScKbols has purchased and 
installed three qlassrooms of computer terminals with CRT'S 
and Printers connected to a* full, sized computer. Thi§ equip- 
ment is installed in the Education Center where adult classes 
are. held. Ttte equipment and classrooms ate available to adult 
^education for classes. 

The terminals present some special problems as far as 
software and instructional materials are concerned.- Special 

• « 

materials and software was necessary for the terminals, and then 
special changes will be necessary to adapt them to the adult 

i 

cLass format. The materials currently being tested for use 

i 

with high school students in the full time Vocational setting 
(540 Hours) will not in themselves be suitable for - the adult 
format and time /frame. 

s * 

- • The Adult Department of Fort Wayne Community Schools 
v « 

« * 

organized an advisory committee that identified the following 
five areas of instruction: Word Processing, Computer Programmin 
Computer Accounting, Data Entry, and the use of Microcomputers* 
We had certified instructors, equipment, rooms and support 
personnel, but we did not have course descriptions, outlines, 
software, a planned sequence 1 of laboratory activities^ textbooks 
promotional plan and supporting literature. We needed to bring 
all this together into an organized plan. 

7 



A large portion of this project was intended to deal with 
the larger computer accessed by a terminal with CRT'S and 
Printers, but we didn't ignore the impact of the microcomputer. 

An additional phase of our program was a microcomputer based 

♦ . > 

program providing the needed computer literacy and applications 
for its use. This needed to be brought together m courses" , 
that were planned for adults that could be presented in a 

reasonable time and at a reasonable cost to everyone that is 

■•■ ... 

interested. * 

The equipment purchased by Fort Wayne Community Schools < 
includes the following: (55) Digital Equip. Company VT 101 
Terminals' (With CRT) r (1) Digital Equipment Company VAX ll/iso 
Computer ; (2) NBC 3510 Letter Quality Printers; (2) Teletype 

Model.40 — 300 line per minute Printers . This equipment is 

• / 

located at the same location where adult classes are held. We 
also have one room with (10) Apple IIE Microcomputers . The above 

• . 4 

equipment is not available to our day adult students. 

The specific goals established included the- development 
of course descriptions, topical outlines,, course plans, a,nd 

• ' • . ' • V ■ 

promotional material for each of the following five areas \ 
Word Processing, Data Entry, Computer Prbgramming, • Computer . 

* «. 

\ 

Accounting, and Microcomputer Use* 

c 

• * 
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II. Project Design- ^ 

•• - * 

^ -'The project advisory committee consisting *of six 

/-^individuals decided that there were five areas that needed 

materials and course planning if 'they were to »be 'instituted. - 

The needs went further than just 'initial planning. Due -to the 

technical nature of the subject matter both course' plans and 

promotional materials needed to be developed. , 

The courses were designed for' our adult population that 

^ attend our adult business courses" and -those attending our' 

adult basic education courses offered in the adult learning 

4 

center. Individual assignments were made to the six instructors 

« • < 

that would be teaching the courses involved in the project. 

Their assigtiments' v were to produce course' descriptions , 
outlines, course plans (wljere applicable) -and participate as 
a group in planning- promotional materials for this series of 
classes. /There were two adult ^learning center instructors 
who worked alone on the Microcomputer portion of the- project. 
They were to examine and evaluate software and develop ideas 
for th^e use of the Microcomputer in four Adult* 'Learning Center. 

The four adult secondary business education instructors 
were to select textbooks and approve all software for the 
digital-computers available for the Business Education Courses. 
Each was assigned specific course materials to work on. In 
most cases this would involve the course they would be teaching * 
in our adult secondary c&ferings. ^ 

BEST COPY AVAILABLE ' \ 
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As the material was prepared it was examined by the computer 
consultants employed by the Forte- Wayne Community Schools 
and Mr. James Coppo<}k, Supervisor of Adult Vocational Programs 
In most cases the materials .were tested on the Adult, Classes, 
and then revised by the involved instructor.. The written 
promotional brochures were printed and distributed to the 

/ 

public in the Fort Wayne Area. ./ 
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III Project Results " 

This project- produced the following list of curriculum 
materials, promotional materials, and plan for the use of the 
microcomputer in our adult courses: 
, 1. Computer Terminal Applications Course Outline, 

r 

2. Computer Terminal, Applications Course Outline with 
Day-to-Day plans . 

3. Computer Accounting Topical Course Outline. 

4. Accounting Software (DIBS) Instructions.. 

5. Curriculum Guides and Course Plan for Accounting I. 

6. Structured BASIC Programming 'Course Out Line. 

7. COBOL Course Outline. 

M 

8. Structured BASIC Programming Course Day-to-Day Plan. 

9. Introduction to Word. Processing for Adult Education. f 
10. Course Day- to-Day Plan for Woi*d Processing. 

'lU. Sample Instructor Assignment Sheet 'for Word Processing. 

12. Course Outline -for Data Entry. 

J3. Computer Related Certificate Program Brochure. 

\4. Program Explanation Description <£><f Equipment and 

■ Promotional Literature Titled "Welcome to Business 

Occupations as RVS". 

\ 

15. Sample Program Listing to be offered to the Public as 
ASC\ Offerings . 

\ ; 

16. Cours6' Descriptions written for Public Brochure. 

17. Sample of the Word Processing Certificate. f v 
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18. • Sample of the Computer Progranuning Certificate, 

19. Sample of the^Data Entry. Certificate. 

20. Computer fisted Occupations Certificate Program 

i 

Brochure, 

21. Microcomputer use iji the (Fort Wayne Community 
Schools) Adult Learning Center Math Classes. 

22. Instructor Assignment Sheet Developing a plan for 

using the Microcomputer in Adult Education classrooms. 

\ 

23. Course Description — (Adult Secondary) Microcomputer 
Use. 

24. Software Evaluated by our Adult Learning Center 
Instructors . 

» 

25. Microcomputer Use in the* Adult Learning Center' Language 
Arts Classes. 

The above materials are located in the appendix ^to this 
document in the areas indicated in the table of contents 
of this report. The curriculum materials and promotional 
materials resulted in the following student, involvement 
in the courses offered during the school' year. 

Number of Caurse Sections involved 20 . 

Number of Adult Students enrolled in these courses 378 

Number of Females 334 . 

Numbe, of Males 44 . 

Number of Persons finishing a .complete Certificate 
BEST COPY AVAIlARI*ogram ^0__. 
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Unexpected Results 
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We had two unexpected benefits from this project? (1) a 

♦ 

very large increase in the number of students taking typing 

in an effort to meet the entrance requirement for the 

computer based courses that were outlined in the advertising ♦ 

; ' ? »• 

P 

promotional materials that went out; (2) the. enthusiasm of 

\ 

' # 

oux* instructors as illustrated in the long list of personal /' 
"-♦-.ivities related to the computer listed in the microcomputer 
section of this report (appendix) . This, included college 
courses, computer clubs, seminar.-,, inservice training and the 
purchase of their own microcomputers to use at home. 

We underestimated ' the. amount of time it wou 16V take to 
make course plans. Because of the •time involved in preparing 
and doing test fuhs^on^the software for the VAX 7 50 some of 
the instructors did not get adequa^be^tiime to complete all of. 
the assignments in the manner they would havfe preferred, such 

<*s the course plan for the Data Entry Course . A 1 though 

i mailings and speeches were made, and brochures written, no 
promotional plan was prepared as a separate document. The 
list below outlines these promotional activities: 

1. Mailings were made to current, past and prospective 
students advertising the new courses and their 
requirements, for entrance. ' ■> ' . 

! 

2. Mailings and speeches were made to the local Data 
Processing Society, Administrative Management 
Society, and the Word Processing Association. 

13 
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IV . RECOMMENDATIONS 

«* We would highly recommend the use of an advisory 

committee in planning and evaluating the results of a similar • 

project. The collective planning results in avoiding some 

of the problems you might otherwise encounter. 
\ " ' 

The results of this project cons i^sts of^ curriculum 
3nd descriptive materials some of whi^h would only be valuable 
where the user either want? to copy the format or hat: the 
specific kind of computer s • and .terminals used by the Fort 
Wayne community Schools. The following list of materials / 
have been rated^s to their usefulness to th$ schools "that 
might, ue using Digital Computers tor to Adult Programs 

V 

throughout thp state using other equipment or Microcomputers. 
The part of materials developed regarding Microcomputers as 
tney might be used in Adult Programs would have universal 
value. They are printed in full in the Appendix . 
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Computer Terminal Appxications Course Outline 
with Dfry-to-Day Plans 
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Computer Accountinq Topical Course^ Outline 
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Accountinq Software (DIBSl Instructions 
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Curriculum Guide arid Course Plan for Accounting* I 



Structured BASIC Programming Course Outline 



COBOL Course Outline 




S tructured BASIC Programming course Day- to-Day Pi 



Introduction to word Processing for Adult Education 



:ourse Day- to-Day Plan for Word Processing 



Sample Instructor Assignment Sheet for Word Processing 



Course Outline for Data • Entry 



Computer Related Certificate Program Brochure 



Program Explanation Description of Eguipment and 

Promotional 



Literature- — Titled "Welcome to Business Occupations 

at KVS M ' * ' 



Sample Program Listing to be offered to the Public 
.as ASC- Offerings , 



Course Descriptions written for Public Brochure, * 



Sample of the Word Processing Certificate 



Sample of the Computer Programming Certificate 



Sample of the Data Entry Certificate 



Computer Related Occupations Certificate 
jfrogfram Brochure 
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Microcomputer Use in the Fort Wayne Community 1 
Schools' Adult Learning Center Math Classgs 



Microcomputer Use in the Adult Learning Center 
Language Arts Classes . [ , 



T 



Instructor Assignment Sheet Developing a plan 

for using the Microcomputer in Adult Education 
Classrooms 



course Description (Adult Secondary) 

Microcomputer Use . , w 



Software Evaluated our Adult Learning Center" ^ 
Instructors 
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* APPENDIX 

i 

A. INTRODUCTORY COMPUTER TERMINAL APPLICATIONS 

COURSE \ TAN 

B. COMPUTERIZED ACCOUNTING ; GOLD 

\* C. COMPUTER PROGRAMMING BLUE 

< D, WORD PROCESSING ON THE COMPUTER TERMINAL... LT. GRN 

E. DATA ENTRY AT THE COMPUTER TERMINAL YELLOW 

"F . , PROGRAM PLANS AND CERTIFICATE PROGRAM 

INFORMATION PINK 

G. MICROCOMPUTERS IN ASC AND THE ADULT LEARNING 

CENTER ° RED 

♦ < 
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V 
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COMPUTER TERMINAL APPLICATIONS 
$ (24 Hours) 

I. • INTRODUCTION TO COMPUTERS 

A. what does a computer do? 

B. What is data? 

♦ C. What^ is input, processing, and output? 

D. Computer console — input devices 

E. Output devices " 

F. Auxiliary storage devices 

G. The computer system — tape library 

H. Bursting and decollating 

I. The computer systems are composed of both minicomputers 
' and microcomputers ' 

II. TOUR OF COMPUTER ROOM AND EXPLAIN FUNCTIONS 

III. INTRODUCTION TO VT 101 TERMINALS 

IV. INTRODUCTION TO VAJC/VM$ — VMSCAI 

V. INTRODUCTION TO THE EDITOR— EDTCA I 

VI. INSTRUCTION ON USING THE EDITOR 

VII. INTRODUCTION TO DATA PROCESSING 

VIII. INTRODUCTION TO ACCOUNTING 

IX. INTRODUCTION TO WORD PROCESS 



The above course will be the basic course for all succeeding computer 
based programs. It will be taught on a Digital EQVT 101 Terminal with 
CRT connected to a Digital EQCO VAX 11/750 Computer with Printers. 
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/ COMPUTER TERMINAL APPL 

•/ 24 HOURS 

FIRST NIGHT 

Introduction to Computers 

Mainframe vs. Micro/Standalone 
Hardward/Sof tware 
Login/Logoff 

Functional Keys of Terminal 
Vocabulary (Handout 1) 

Line Editor (Handout 2) . 
File Naming ' 

Utilization of Function Keys 
Movement and Replacement of Data 
Exercise 1 



SECOND NIGHT 

Review of Line Editor 

Keypad Editor (Handout 3) 
Directory' 
File Naming 

Utilization of Fun6tion Keys 
Movement and Replacement of Data 
Exercise 2 

THIRD NIGHT 

Introduction to BASIC Programming (Handout 4) 

Basic Commands (PRINT, LET, END, GOTO, IF-THEN, INPUT, 

SAVE, REM, LIST, RUN) 
Demonstrate Commands with SWEIGHT (Handout 5), CARPET 

(Handout 6), RAIN (Handout 7) 

FOURTH NIGHT 

- 

Introduction to Data Entry (Handout 7) 

Entry of Data Using both inbedded and auxiliary keyboard 

Run Compare Program to Check Accuracy 

Utilize the functions of Search, Modify, Insert, 

Advance, and Backup 
Exercise 3 ^ 

FIFTH NIGHT 

Introduction of Accounting-Dibs 
Group entry of Exercise 4 
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Sixth flight 

Word Processing 

Overview of Word Processing Concepts 
Description of CTOS software (Handout 8, 9) 
Exercise 4 



* Seventy Night 



Word Processing 
v Exercise 5 
\" Exercise 6 
\ Ex-ercise 7 



Eight Night ' 



Student Choice of Working on Projects from any one of the 
taught software: EDIT, EASY, DIBS, CTOS, BASIC 



9 
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COMPUTER TERMINAL APPLICATIONS 
24 HOURS 



Introduction to Computers 

Mainframe vs. Micro/Standalone 
Hardward/ Software 
Login/Logoff 

Functional Keys of Terminal 
Vocabulary (Handout 1) 

Line Editor (Handout 2)* 

File Naming 
• Utilisation of Function Keys 

Movement and Replacement, of Data 

Exercise 1 



FIRST NIGHT 
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WELCOME TO BUSINESS OFFICE OCCUPATIONS 
LOCATED AT THE REGIONAL VOCATIONAL SCHOOL 
FORT WAYNE COMMUNITY SCHOOLS jf~ 



THE COMPUTER ROOM AT 8¥S TCHJSES THE VAX 11/750 WHICH IS MADE BY 
DIGITAL EQUIPMENT CORPORATION THE DIGITAL TERMINALS ARE ALL 
CONNECTED TO THE YAX* THERE ARE THREE INSTRUCTIONAL COMPUTER ROOMS u 
THE DATA LAB AND THE OFFICE LAB ROOKS HOUSE 21 TERMINALS EACH AND THE 
ACCOUNTING LAB HOUSES 11 TERMINALS, 

i 

* THE SYSTEM INCLUDES THE FOLLOWING: 

/ VAX— A COMPUTER (MADE BY DIGITAL EQUIPMENT CORPQRATION) 
' / , VMS— OPERATING SYSTEM 

D*L — DEC COMMAND LANGUAGE (DIGITAL. EQUIPMENT CORPORATION) 

' 4 

' J PROGRAMMING LANGUAGE— BASIC, PASCAL, AND COBOL (RVS ONLY) 

THE VAX HAS THE FOLLOWING FEATURES: 

1. EDT EDITOR— LINE MODE/CHARACTER MODE 

. S 2. EDTCAI— COMPUTER ASSISTED INSTRUCTION COURSE ABOUT THE 

/ KEYPAD AND LINE MODE 

3. VMSCAI— COMPUTER ASSISTED INSTRUCTION COURSE INTRODUCES 

/ THE VAX/VMS COMPUTER SYSTEM 

/ 4. DIFFERENT LANGUAGES 

! 5. HELP 'UTILITY 

6. MAILING FACILITY 

7. PH01JE FACILITY 

ADDITIONAL SOFTWARE: 

r. 

jbifis "digital integrated bustness systems." menu driven 
software. master menu contains general ledger system, 
accounts payable system, accounts receivable system, 
payroll, inventory management. and order 
entry/invoicing. (rvs only) y 

slfls "pohpu tone office systems." create, edit, print, cut 
and paste, Searching for and replacing, paging a 

DOCUMENT, MULTICOLUMN PRINTING, LIBRARY DOCUMENTS, USER 
; DEFINED KEYS, AND LIST- PROCESSING. 

IhSl "EASY ENTRY DATA SOFTWARE PACKAGE BY APPLIED 

INFORMATION SYSTEMS." DATA FILES AND PROGRAMMABLE CRT 

k DATA FILE FORMS CAN BE CREATED. RECORDS CAN THEN BE 
ADDED, DELETED, RETRIEVED EITHER SEQUENTIALLY OR BY KEY 
FIELDS, MODIFIED, AND REKEYED (VERIFIED). 

PRINTERS: THE DATA LAB AND ACCOUNTING LAB SHARE THE TELETYPE, 

MODEL 40,. PRINTER. IT PRINTS 'AT A RATE OF 300 LINES PER 
MINUTE. THE OFFICE LAB HAS THREE PRINTERS; ONE 
IiiSSJEffeR M SSf!f *° • AND ,TW0 LETTER QUALITY PRINTERS, NEC 

BEST COPY AVAILABLE 

ERJC 23 



riANDOul 1 - CTCS #4? 



, . iASiC. LATA PROfctfSSHC 'IiKN iKCLCG^ ' 

ACCESS 1 IMS. 

The time perioa between t'l^e moment when a computer ' 
. control uni't asKs for a tr<?nster of data to or frcn a v 
storage device and the^. n erne n t when »this operation 
finisheu. It is the tcptiraticn ci waiting time, crl 
t ra as f 1 1 t ime . - s ' 

r. r. * r r c r or ri6 1 tunc tier. 

C/.li&li ^ TuiK (CRT; ' • • 

An electronic vacuum tele cone tcir.iw,' c scre-e-r cn wr.'cih , 
inf crm&t ic:v can I e dis t ] ay c a 

ot'<Ai' A CT iiv • 

A t^tfc or single ^iect ci tnicrTititn S'.r 1 ;. 2s one ct t^e 
cnaracter of tfce.ali.hctt or B sii. f k ':up ier .• • 

vXuWj • * * • 

f« control signal. Lfculy, jr irs t r> ■• t k r. in mac tint 
lan^uo^e or ma tuerva ti v. «, 1 cr jc r ic c t trdcr. 

CGMPUlfch , 

.A processor that can perform sc ns tantial computation 
including numerous ari thmetic c r Uc £ ic operations, 
without intervention ty an burrai. operator during' the 
run. ivo main ty^es of computers are: £calo 6 & Digital 

i/AJA 

Raw material that is chan^ea it. cc ci f Ar izen and . 
meaningful information cy da le j ret ts s icfc . 

DEBUG 

To find and eliminate errors 'in a program or faults in' i 
.v equipment. 

tOWNTWI •» 

The time interval during which a device is 
malfunctioning . 

JJELD *\ ' 

In a record, a specified are'a usea for a articular 
category of data. . 

fLOWChAriT 

^ A graphic representation of the Lteps required -to sovle 
' acp 1 0 b 1 e m . 

BEST COPY AVAILABLE 
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injtut Devices: - used u enter date lrtc l\e data 
.. process in t system. 

Ctntral Processing Unit: accents the dote; fcr 

irocessin^ ani'n.akes tht results available tc the cutout 
nev i tt c . 

.lutp't Jtvi(es: c^te^ts Ire n^td f'ren the ^rct e ssi 
uni t uiid le icrds it . ',1 

r- AST5 F 

A file ccr.ta ir.ir. & naitly j. e rrrur c r t irl'c rFatici*') t c .eri es 
& refertnet scui^t 3rd is usually undated . on a r e ? 1. 1 =• r 
basis. * ' • 



Fertair. ir.^ u a aevice into \*hirh dote tar, be ,er tf red , 
. ' in wnich lt(j -"ar* Le held, and f i cm which thty i,<? r hf 
ret rievea a a lacr tiM , 



.roll a^.i te r d h _ v ^r. 



tc re : i rc L r of i ~.\. 



1 t r ta i i. i r t: U t H uij.ni£ri t :r ,fvi't w K i tuti ic Lrii / 1 tM- 
(cnt#cl r rc essii. t uf.it. 

i ilcnz 

m X Sj s tt ii uf^uence ct c^e-ratiors tc ^icc^rt c 



sum*; 



-re : . t- 



t : » t c t ci x i t;- c : 2 f c Vc r f :. ^ r. j i c l t L r t t ■ 6 l 
t > l ' o t r * t f. i -j l i 1 i t i t 5 ( 1 r » ^ f c : , v 1 1 : , 



- L C /. v i U^i; 1 :!^, c. f . £ F- P D 1 C I' b , JU • U t V C L I 1 r E- 



'int ,rct irrr.-sc Ivir^ Lro e< r5rr written ly a j. r c f rePiPit r 

iufi let a 111 later* be ccrr>iltd end translated Intc rscnire 

i aL ^.U L ♦ 



Ine >i ot.es 5 oi r .a :.in f fchar; c ,t ; 5 to "a/ master fiTe^i^ : rrf r 
tc Lie In at. rpt.tr t trci.sattlots cr ci'r\r evtLtj • 



'ic chF( > the a ( 1 1 rd(y oi datj ^ e.Jt f c nu in/, a cr. 
o^rdticfi en the ^ame data. 



BlST copy available 
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H AKDCijjff 1 - C1CS #4? 
\ 

i>ASI)C bATA PROCESSING TERMNCLCGl V 
A£CE«S SI Mi y . \ 

The time perica between tne ircment *wht n a computer 
control unit asks for a transfer of data to cr f'ron a j 
storage device and the moment when tfl^is operation is / 
finisheu. It is the eorr tir.aticn of waitin ( , time ar:i-. 
t r«a it: i t ime . 

r.r r. r r l i cr noli unc tier. 

w/AlriCLj ii. M X ToM l CRT/ 

rr t. le c t re u ic. vacuum tule cona tainiu^-a ^ret-r. cn wncib 
Xnt crtrcticr* can le dis^la tel. 

.' t ^ tt cr single i,iect ci inf crmaticn ,s^r i. 55 cnle of t>e . 
i i.r.racter ct the alj.hdi.tt cr a single nut ler..-^ ' % 

r -. cntrol Lccstly, jn instil r tier ir maciiirit 

iai^uo^e cr rrd tnerrjd ticc 1 cr lc fo ic c^trotcr. 

A,}.rocesscr that can perform substantial regulation 
ir.ciuain* numerous arithmetic cr lc^ir operations, 
without Intervention l>y an human cj-tratcr during the 
run* r iW0 rrain- t^es oi' corr^uters are: Anat-o b & Pi^Uei 

i-cw mat trial that is changed into r. r< arize d and 
meai.ir.gtul information Cy data urccessiLe,. 

LEEUG 

lo find and eliminate errors in a pro 6 ram or fault* in 
fciiUlpment. 

LCVNUMI f 1! ' 

The time interval during which a device is 
malfunctioning. * 

HILL 

it a record, a specified area usea for a ^articular 
category cf data. 

UCWCnAitT 

P ^ra^r.ic representation cf the steps required to sovle 
a problem. 

nm BEST CORY AVAILABLE 

1 he source aata entering the. system. 
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b AN ECU 2 - C1CS H'cc 



liUh. ihl'M 

LAI iL _ NAMf ; 

'lc ust the line editor on a tile ealled Udt taexl .da t J ) ; 
"vc ci b in, tne oactaexl.dat? file ij usin& ti.e ft 1 lc ccnrcai d : 

U< i .! v.r.e:/h yur j 1 i rec L c. r,,- to verify, tnot d^tuxl .tat is \ <■ yen 
-irrttcr^. li it is follow tht j.rcfecuie Lis tea: 

1 . >ECli ADCTAEll.iAl { <IP , 
Uht test of the tile will ct ' displayed; 
\c trl* *> < 
> t . * i VkJ.ll appee r ) 

-x^ — ( llcwin b i cmmanus ai£ orr.mand 5 ' 

: i* i r.c 
in 6 -*- rt 

f* C: V t 

It se M utr.ee 
h e 1 p 
i x i t 
wuit 



As a worksheet do the following commands: 
^u.i splays tne portions ot the tilt) 



^insert (inserts lines of text) 

Uotrl- z> to terminate insert) 



Examples: 

*1 (displays the 
current liue> 

*4 Uisplays line 4 ) 

*t w (aisplays the 
entire file) 

*t lfi)tl£*t (displays 
lilies 10-16) 

*I (inserts text 
before current line) 

*I It (inserts text 
relore lint \t t 

*l i l 'inserts text 
at end of fUe) 



ERIC 



BEST COPY AVAILABLE 
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Htlete (ctletes lines ci text) 



H eve droves lints cf text to sncthfr 



* f i ./ y- ( x ■ i fc s 1 i r; t b • c. x text L c c :: c t h e | 
lccction kitlrir tire' file, t \. t .it, 
doe* net aelete text Ir. the cri £ ,ic<Ll 
} t si tier. ) 



i e<: e uven r e (i».c-: i 

:: r j < j T i, V 3 & h i 
*.. f ' i t tier' t • . \ 



! . e 5 1 i r <" r.ip i c i s?ui! ' r f . 
.' cu f c 1 . c v i r K ; - , "l , • : ■ 



- 1 



t. 



'•'1 (cieletts current 
line cf text 



(deletes tJ?e 
whole text Tile) 



*I 13 (deletes line 
1,3) 

*D lc:2fc (aeletes 
lines 15-2*) 



*f* If- j 2* 'to 1 rr.cve s 

1 i r r s If" t ii r r :< < t * 
l ]. tucre. iir^- 1 

' ; c r 1 : t- tc £.1 T,r \ t $ • 
1 i n e s 1 t fc r en t Ir : . t r 
tr.e text tufcrr Jir.r 



. : t f. c 1 1 : l ; J 

r 

Al'a s= v e s t r e c. I e v t •" i 1 1 a s g - i - r x 1 , c c r'l 



A I 




L r. t v. i ; 



t t 1 1 



i c. v e c - - 
fill i : ^ ; f c- j • 1 f 

; t I * v \ i + c ; , 



BEST COPY AVAIL* 



ULKCUE 1 - AUCTAIXl.LAl 



COPY LCAUONj ADCTAin.LAl; 



Seme people fina semtth^n^ *rccd In virtually every 
situation. Ever when things 6 c vrcrg, they oelieve .every 
dark clcud hides a silver lining. Nc matter v\ h a t the souicr 
ct' Uiis point of vifcw.it pesultsin*" the power of positive 
tniniiin^. A t) reat ueoX>tn/ praise shculo. he given the ^erscn 
who can ^e. identified as a positive thinker. 

have ycu r acquired the power ct positive thinking? When 
thfc ^cin^ fofcts difficult at work cr at home, can you recognize 
boine t .oou in the situation? Vhen c\ fc et an ursat ii'artory * 
'■unrrtnt irom a member ci your family or s'cmecr.t a wcrk, dc yen 
cd t ua e .e tne persor unjust* This is tne laical ttatticr of 
r*«r.y a^peison who dees net* think positively. 



/ ^csitivt thirst i hculc a v a i.icr r'trdrl- ht rfrtivec 
cue. /.fvtlci it into bonetnic 6 veUe,. It id evaluate 
vt:at acS Sdiu ana the i ircums tan' e that ma}' hav r rcir,irec t*e 
fonntLt. x^ron the evaluation, he *oula make -a ^le.n to ^rt^ent 
I" iins 1 1 £ in d i>'csitivt n ; anner ana c t v c id ectiens t^at Ray ^roveke 
a repeat of the bnsati uc tory situation. 



BEST COPY AVAILABLE 
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SECOND NIG 

Review of Wine Editor 

Keypad Editor (Handout 3) 
, Directory 
File Naming 

Utilization of Function Keys 
Movement and Replacement of Data 
Exercise 2 



IE8T COPY AVAILABLE 
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HANDOUT 3 - ADKPIDiX .LAI 

UiPAD ED HCh 

"NAME 

To enter .the keypad editor for a file calleii test.dat: 

ixisting file: New file: 

% llll AEKPiX2.DAT . $ ELIT AIKPEX2 .DAT . 

"*~ * < f i rs t 1 1 ne o f f 1 1 e } - ••- I fcj-u t f i le - d^oe^ ..not ell it 

*C ' [Wi] 

*C 

Tc move the cursor through OISIIM UXT, use the following .keys - refer to" 
the pa^er diagram to the ri t ht of the screen and their corresponding jositior 
cn tie He. i.ad ) : • . ■ ' 

the four -arrow keys— up, down, left, right iTG? CI KEYtCAiii) — NOT Ki "VFAD ! ] 

<1 WGhI> — 'moves cursor one wcra, at a time ' 

<2 IOL> — advances cursor to tne end cf the current lire 

<.3 CHAfc> — moves cursor 1 one character at a time . 

^ L1N£> — mov'es cursor one line at a tine » 4 

< r < FAGE> — moves cursor through one 'p°£ e ' of te*t cl2 bytes? j 

<t SiC1> — moves cursor through one 'section' cf text (about 15 lines?; 

<5 iACKUP>~<chaii«es direction of movement of >the preceding 6 keys from 
forward-- to backward; effect not seen, until a 'movement ' .key 
is struck 

. ■ ■ - 

■ 

<4 AIVANCI>~~changes direction of movement of the 6 'movement' keys from 
hacKward to forward; effect net ween until a 'mcverrent' ke,, 
is struck 

<GOi.£><4 BOTWi>— moves cuwor to bottom of text cr file 

<fp«wW]f|f3rVNW a time (pushing 

any -exT&Ukg-text on tfcat iffle u> the rjffint) 

_ <TAI> — (on KITlOARD) inserts usually e blank characters at one time (pushing 
any existing text on that line to the ri^ht) 

<RilURN>— (on K£1 BOARD) inserts new blank line if the cursor is positioned 
either at the end or beginning of a line of text. If <RITURN;> is 
accidentally struck while cursor is positioned, say, in the middle 
of a line of text, the text remaining on that line will drop to the 
new line; hut don't panic— immediately strike <DM,ETt> (on KEiBCAPC ) 
and the 1RETURN> will be deleted. nrm ^ 

er|c best copy available 




m 



1o insert text, position the cursor wherever you wish and begin tjpini.; erv 
text exlstint on that lint will be pushed tc the ri t ht. Should arj text le 
ushed off the P0-charac ter screen, \a 'diamcr.a' will appear or the ri fc h thara 
lot indicating that there is text beyond tie &&th position (it is net Gelt-:-: 
If -yoh wish to see what's beyond the diamond, position the cursor just tc th 
left cf the diamond and strike <.hITUBN>.» then, if you wish to iut it Lack, 
strike UHWI>, ' * 



1o delete text: 

<Y< Ml L>— (actually the PF4 key) deletes one line of text (a blank line is 
considered to be one line of text) . NOTl: the- cursor should be. 
positioned at .the be,gitinijie; of the line to be deleted, as it brints 
the line below up into the positfcon'Of th* deleted line (i.e., it 
deletes the <HET> at the end of the deleted line, too). 
<CCLDX17 UND I> UMieletes or restores a mistakenly deleted line. 

Ufc III '»> — (actually the '-' key) deletes one wcrd cf text (actually all ch 
otters up tc and intludin £ the first blank detected (a 1M x*s con-, 
sidereu to be ere woro). ire cursor scould te positioned C. the 
rirs 1 t uharerttr oi the were tc ie deleted. 

<GCIL><16 I'M) V.> UMeletes or restores o mistcKer.lv deleted acre. 

<lt bil C > — (actually tne ',' kej ) deletes one chcracter el text a space i 1 -. 
character). The cursor saotlc positioned Oh the character it te celetec 
\CCILX19 UND C> LKueletes a ristakenlj aelettd Character. 

'sGCLf . -U Itl i,Ci> — ueletts text i rem the cursor jesitier, tc the er r» cf tr.e . 
rut NC'i the miIT,- at the c:c ci that 1 i ne ii/.»., the lint.ttl'v- re- 
gains vnere it is, r ^ . 

m/IIlI } N — < or' hi Y1GAHI , deletes cr.e character to the irreaictc it! t c: t::S . 
scr 4 ositicn, ci deletes III ]est craracttr Ut,\ ) struct.. 

r :o move sec tions cf teU t r cm cie area tc anothtr, fellow this bu.fnt : 

1) Position the cursor cr 1 1. h first character of the teit tc t;f., ncvec 

< ) . \16 £lLtCT> — (actually tie ' . ' ke % . ) marks the be^irrir f ; ci the tex t 
Lt mc veu . 

Use ere cr ncre ct tht 'rutftrt' V* e s ctevt tc mcvt \i\ t-jiscr Ihri. 
the teyi tr.ct is tc le r ; \ e . - reverse ima* e win a;t~? <. c a\. c. 
i \t C L j .< ( u t s out 1 1; e J t ► } t t c It u, c v c u v c r o s t o r e s it i r c 1 1 n. ]. c i 

L u x 1 c i ertd ) . 

! irositicr the cursor at ti c be e ,irnir L 01 ti.e eree to '*rnfc the te>t 

be rrc\eu . 

() * <sGC I U>< f i- A SU i > — 'pastes 7 the text into this nev/ arte. 
Kr hell, en eri J of tne keypad functions, striKe Ufc hllP>. 
'ic exit frcrr the keyjaa editor, dc this: 

Ut save this file version) OK *CU1T Uhis version net saved 

* $ 
Mil: IX N01 USiL VsCTKI Y> TC IXi'i!! II iGl DC, YCu CAN aKCVIJi If' CM CI IK 
wAYS: 1) tyi.e : $ COM (immediately!) or 2) t^e: $ £E11/HC( V 5 1 file-name.-: 
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EXifiClSE 2 - ADKFEX2.DA1 



Experts tells us that wh/n we have 
something that we wa nt others /c accept, the more 
lexpertly we put cur jlan into Written forir the 
more likeyl we are to convince the'reeder tc adopt 
it. If in cur letters we ramble, use obscure 
references, make weak chcice of woras or use baa 
ferammar, weincrease the likelihood of having ideas 
rejected. lhe receivers of such letters will have 
a quite low opion of us, of our purposes and 
certainly of the organization we represent in our 
iressa^es* * • i 

like a ^oca speech our final copy snculd represent 
cut verj test effort., it snoulu exprtls what it 
r.ds tc sa,, ir. c clear ar,d corci^t v>6;, X J'her 
shoula be rc uistractinu features, s l ( n a s 
sruu t e-s, unattractive torn, \ox>t plcverei. t cr 
uneven margins. In other- word it wt dre tobecune- 
truly ode^t in tr.e art cf 'written c cnrnuriccsticr - , 
we must avoid calling, attemticn to new we present 
scmethint, instead cf wnat we way. iner onlj cai. 
we be certain that our letters will result in the 
response or action wt want. • 




'V* 



BEST COPY AVAILABLE 



THIRD NIGHT 



Introduction to BASIC Programming (Handout 4) 

Basic Commands (PRINT, LET, END, GOTO, IF-THEN, INPUT, 

SAVE, REM, LIST, RUN) 
Demonstrate Commands with SWEIGHT (Handout 5), CARPET 

(Handout 6), RAIN (Handout 7) 
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HANDOUT * $BASIC LANGUAGE MODI 

NAME =_ » v 



• \To enter a new BASIC program or modify an existing BAj§IC program, you must 
teiv 'r: .1) use $IIIT (with a file extension cf .BAS) , or 2) type $BASIC. In 
tiAr case, to run a BASIC program, you must type $BASIC. The prompt in response 
tto^Bis command is: ready. Below are the features and commands of $BASIC mode: 

!vm fcilenawe — names a new program that is to be entered. The . BAS extension 
Is not necessary here, as it will be supplied by VMS. You can then 
type in the program. Notes you may enter a program without this command 
and name it later. 

(CUD filename — brings into memory an existing BA<>IC program. 

IEC* — runs a program that has already been Drought into memory. RUNNH runs 
a program but without headings. 

am filename — a combination of 'OLD filename' and 'RUN' (i.e., this command 
brings into memory an existing BASIC program and runs it). 

US : — lists a program in memor;. Variations incluae: LIS 40-100 
• LIS 40- LIS 40 LIS 40,75,100 

llSTNH lists a program but without headings. 

SAVE filename — saves a program in memory as 'f ilename.BAS' . 

«5AIK ~ v saves a previously named program, but gives it a higher version nurrber. 

A program that has not been named previously will te called NONAMi.BAS 
) under this command. 

SCJL — removes a program from memory. 

££1P — provides help on a problem with basic mode. 

To delete, say, line 60, Just type 60 <RET> 

So change a line, retype it. (NOTE: The arrow keys and keypad do NGT function 

in this model ) 

no insert" a line, Just type it using a proper line number. ^ 

"HIT — permits use of the $EDITor to modify a program. 

&&S — resequences line numbers by 10's, starting with line 109. 

So exit from BASIC mode- back to a $, either type EXI or strike <CTRL Z>. If 
sol have made changes but have not saved the new version, you will be warned 
At this point and given a second chance to type SAVE; in eitheiycase you must 
tinea type III or strike <CTRL Z> a second time. / 

r 

miscellaneous: 

The range of line numbers is 1-32767. 

Do not strike <CTRL T> to exit from $BASIC— your program will get a .JOU 

extension, which seems to render it worthless! If you unintentionally 
\ strike <CTBL I>, type $C0NT to return you to the original situation. 
) To stop program execution (infinite loops, for example), use <CTRL C>. 

If your program uses numbers of more than 6 digits, type \ BASIC/DOUBLE 

to give up to 16 digits of precision. 

lo get a hardcopy printout of your program, called TEST. BAS for example, you 
fcave two options: 

ERIC 2o BEST COPY Availed. 



HAN 101)1 £ - SWElGHT.tAS i 
COP* LDAIfrSON] SVIEIGHT.BASt *.*5* 




CUUES 1 CH 'iv.K iGnT L C 



WEIGHT 



TaE1CR1=1UIGET + UIGBT " , 
Z1Z C=C+1 , 

315 hi? **** INPUT REMAIUNG UCP **** 

32i PBINT "'*HAT Is iCUF: WilGHT M ; fhh' iC; • 
Z21 1KFU1 V. EIGHT 
334 GOTO ^9*/J 

6£t hlM *** A r TLiv TBI I/.i'l r.lCChL hcAl *** 

eel /. * 1 1 G h 1 = T:* i 1 3 i. T / C 

91*. Phi NT •" 

92* FhlM 

93fc PRINT "THE AVitiAbI UIGHT Cf h I 2 CUsS IS > AWEIGH1 J 

943 PHNT "POUNDS'' 

55(fi ENE s 



ERIC 



hANICUT 6 - CARPET. IAS i 
'CCFY ICAWSONJ CAf PET .BAS ; 



\cl\o REM C AKPisT AliThCF 'S t 1 IME 

022 HIM 

k&ti.REM NAME$.< NAME CF CUSTOMER • 

13412 RIfl LENGTH. -LENGTH OF CARPET NEELII 

155x3 RIM WILE.. WIDTH OF CARPET NEEDEE 

. i6'6 REM PRIClft PRICE PER YART FCR THE' CARPET NFEEEL 

A*. ^7fc RIM BILi/. 1HE 1CTAI CCST'CF THE C A I F £ 1 

iSS RET*-'' #**PRCCi£S SEC'IICN*** 

<OS RIM 

lVfc PMM "V,U1 IS K'Jh NrMt' 

Ilk, IKPH n;^*.* 

U2 IRIM "THAU UL' "FOR CCMlN'JViC Cu»i CAaPj-V S ;Cn> ' » NAM t 

ISfcJ PRINT "f.C* LCKC Cx CAFPa'l rc KU NrEjT; 

14.0 INPUT LENGTH 

154; PRIM "HO* hl^t Gi CARP FT Jfc~ \ CU NEED' J 

iee in Fin' wile - - N 

17? i ; R IN'i " * ii AT U ihi PRICE PER SQUARE URi/'i 

1irfc If. FU1 PRICi 

lc? tFINI LAiCR it < 

< iT^N'i SALES' M IS " 

" c?u hif . ■ . ' * 

iiir. Uf' ***CCM?LT1 /ralCI*** 

211 LET t ILL = Lt;.GTH*'*lJt/S ,!! PRICi + cfc*l. , 05 

LLk; pun'j "your ktai biil x ";name$ 

Z6d PRINT ' WILL H " JJILL 

£4fc EM 



ERIC 
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tjAfctOUl ? - KAIN .BAS 
CCfY IEAVSONJLA1N.BAS} 



11 


FtM 


AUTHOR • 


KEITH LA'aSCK 






REM 










. K iM 


* 








R5M 










RiM 




TLIS PROGRAM COMPOTES 




\ At 


F.trt 


***** 


1H£ CF RAIN FCP 


$$$$$ 


Z c 


r £ r. 




VEIGhl IN ULCGhAMS AM 




I I 




* >r *** 


POINDS & F&PCI TS ;CLIME 




r i 


Kit. 


* **** 


I., GALIUM AM LITe:U 




ho 


* <• 
* 


# ^ >;c >,* # 


?i CVI.iED U If ill : i 


5;= # >; # 




r 1 1 


nr* V V v V 

i 




\ 



1 «.' <: 



112 if\ 

li'i, iFlM 

loi£ it if*' 

1^0 nit'i 

1 - 



DCu 1 = 1 1C 24 

***BLA*KS THE SCREEN*** 
/» K AT IS YCLfc NAM*"; 
*#*N*:sNAMc*** 



2 '. V 



. > 



U L 1 r m 
3 ft 

I?* I i 'I L-o\ L?1 *=^A Ltl 



a =1 r i0 2 4 



i:.-. Ill LlUni-,\ LEI Lu-.\ LI'I iiu-.. 



? 
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Ut PF.IN'i K. 

£1 < PR INI ,\ 

Li:* PP1N1 '\ 1 A.i GOING :C AS* Ul A Fz* QIlSIIUS. VHEN YCt' ' 

. ?»UM AN t'A jlR , TYFE IN THE WFCIE URL I Gli YCL'h khZMh.' 

VAi FHM UiU PLCGRAM '* ILL EE CChPUTlNu ThE GALLON , WEIGHT, " 

t PRIM " K ILC. GRAMS , AM LITERS ICR A VOLUME Ci *AiN RECEIVE! . ' 

VAl ih IM 

L.S * Ph IN T • , 

Ll« n if.': "" 

r'K INT '_CUi S'ilCN X - lb YGliK LJbNGTH AM «IITU GCif.G TO }* IvLxOL iF£ If,: 

ctfc r Jh I N jL 1 f. CH Jl S 

292 i-R INT "FEET" 

^kJ PRINT "YARDS" 

3165 INFUT 0$ 

3U *' REM 

32B REM ***D$*IhCUJS, FEET , IARES*** 

332 IF INCHES THIN 360 

£40 II U$ = FEET" THEN ?00 ' ' 

IF U$="YARDS" THEN 900 

360 PRINT 'RE-ENTER - INCHES, FEET , OR YARDi," 

i7fc G( TC wit 

V36* PRINT "" ICR 1 - 1 10 24 

4Kb PRINT "HCfc MANY INCHES LONG IS YCUi AREA' } 

4i« BEST COPY AVAILABLE .w 

4ift FM **»'L-I./iNG r ili v ' i " ! ' 

42£ , RIt 

43t I KIM a 

<*<ii PRINT "ROW MANY INCHES MLE IS YCUR AKFA" J 



/ 



/ 



45£ * ' I 

46v hiM ' *+*v--*K4b s '** 

«6£ * l " T 

47£ PRINT ""y 

48L FF INT •"•jjCw MANY UCbtS CF FAIN ; 

492 hif ***231=THi. NUMUK Oi CUEIC xNUUS IN A GALLIC*** 

TTfe; kJ INPUT R C? 

£U HM ' ***F=aisCFES Cf hAU*** 

wl £: , RH' 

£i>2 GAL =L***to231 

120 GC1C 6200 

70fi PK INT "" FCR 1 = 1 TO 34 

71k' HEM ***ThlS ScCTICf^ 15 isio II mT*** 

71 £ . V_ 

7Li6 FI-1M "bC* MANY Fr iT *1?E IS YClr Ahr*' 5 

4-.. uiM . *w«*,*ijti'l' 



H C * !•' AN V i »• i' r :. 1.1 NG i i Y C U h * a i' A ; 




7c i.-.rU'i L •.. • , ' . 

77* tK' **vl~HET I CNC 

' W PRINT "bCfc MANY li-.ChiS Ci it A I M ' L 

794 If f UT I ' 

; c22 I. If- ***h*lMl,*S LI hAIN*** 

Ml t.i^ ***231=-TH.E WI2i'I. Ci CLBIC iNC'£:rS' IN A GA1H !••**' 

fc*.i GAL* L*U*Vl*lii*h/2vl 

13* r.f." ' ***GAL CAl-ICi. *** 

c uCTC i l-Jd id to 

i ' u i. if 1 *' ■ *** i ii i 3 S js. CI I C N i ci j j r L i 2 i 

^ £ .... ' 

lit PrINi ' ICR 1=1 TO \ 

9<:*6 PUNT "HU "MAJCY -YAP.DS '*i\ i: YC-U AhtA 

93«? INPUT W . \ 

PRINT "HOW f'ANY YARLS LCNb IS HUB Ait* A 
.. Sc.. INPUT L » ^ 
C7ii i EM ***l«Ul.lc LCNvi*** 

ir,i. PF INT "bCv, PANY lc Cht£ Ci it A 1 K ' J 
99*. IN-PUT B 

U3d KIN ***R=iNwi*S CI rtAIN*** 

lfcrlfc I-£M . .***i.31«THi MJMiBaK CF CUBIC .lNCHiiS'IN A GA1LCN*** 

1022 LiAL = L*36*W*2b*R/231 
1020 REM ***GAL«GAllGls *** 

\ 1042 GOTO 9e«0' * 

1050 » BiM 

9000 HIM .. ***COMPUTATICN SECTiON*** 

^ 9005 * . BEM 

_9010 LITERS * GAL*3.7654 

9020 LBS » GAL*8 ■ ' 

ST03Z BIK ***8 POUNLS. IN A GALLON*** 

9fc4fc KILC«LLS*.45 ^ ^ • 

c0£2 IBM • ***.4L i I LOG RAM 3 IN A PCUNL*** 

RiM ***CUTPUT LtCTlON*** 

Sii^0 FEINT" " iOh 1=1 10 24 

£210 PRINT "IN AN AREA" > Li " BY " 5 W J ^ITH";h; INCliiS Of RAIN YCT! VfllL bAVE 
£220 FRINT'V ' 
S230 FR INT GALJ "GALLONS 07 '*ATER" 

9240 FFINT LITERS? " I ITEBS OF * ; AltR' BEST COPY AVAILABI F 

> 92te PRINT LIS? "PCUNIS OF WATiK' 
C 92t to PRINT aHCJ "K1L0GIAMS OF %h1it ' g 



9£?2 fcEM 
9c r i 5 

9260 HUM 
ictid IBINT 
WtZ PRINT 
$313 I PINT 
£320 FRINT 
£ZZ4 INPUT 
£340. hEh 
93te II A$= 
Siee 'IF A$="NG' 
GCTO 9220 
SSicfc. i'ND 



***fcND CF LCj 

/ 



FCU'llNE*** 



N$; " DC YOU WAN! 1C Klh IHJs. nvGGLAM AuAIKV 
"INTER US OR- NO" 
A* 

***A$*ANSWF&*** 
"Yi§" ll.LN lfc0 
TtiltN 9£00 




FOURTH NIGHT 



Introduction to Data Entryr( Handout 7) 

Entry of Data Using bith inbedded and auxilary keyboard 

Run Compare Program to Check Accuracy 

Utilize the functions of % Search, Modify, Insert, 

Advance, and Backup 
Exercise 3 • I 
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HANDOUT 7 



GETTING STARTED COMMANDS 



$ SJtl TiBM/SCOPE/UNKNOWN a> J 

% EASY <R> • 

$ CRT TYPE: $Ji> 

FORMS FILE: STUIINT*R> • v 

OPERATOR: YOUR NAME 

DATA FILE N AME : WHATEVER YOU *CULD LIKE TO CALL 1T-BUT REMFMEEh WHAT 

YOU USED. ■ 
1 HE DOES NOT EXIST.- * 
SHOULD IT BE CREATED (Y/N): i 

FORM NAME: 1NV OR FORhNUM (Li PENES WHAT YOU WANT TO LO) 

AT ThIS' POINT YOU WILL GET A SCREEN . CHARACTERS WILL NEf.D TC BE 
ENTEREL IN LOWER CASE. IE YOU GET CAPITAL LETTERS HIT THE sCAPS LOCK, 



WHEN LCNi, ENTERING LAI A 
USE ThE <PE4> KEY TWICE AN I THEN 1YPE /EXIT 
IBIS WILL TAKE YCU BACK 1C 1HE DCLLAR S1CN 

A 



TC GRADE iOUR TIMING 



•►RUN COMPARKR> 

\NTER LAST NAME: EM ER YCuR LA-bT NAME 

UPE Ci TIMING: INV c\ NUM ^DkPETtS ON THE 'HrF Ci TIMING' 
NAPE 01 LATA FILE: EM ER THE LA'iA FILE NAM* *0U USEL WHEN IOU CRkATEi 

— '1 HE i ILE . ***NOTE***THE LnT A >ILE NAME. DAT Mic.T 

BE IN CAP S 

NAME OE MASTERFILE : EITHER MSTRINV.DAT OR MSTRNUM , DAT i DjiPENtl NG CN 

1HE TYPE CF APPLICATION. 

$ T OUTPUT. LATJ (WILL SHOW YOb EACH LINE THAT WAS INCORRECT AN t THE 

STAT'S ICR THE WKl'i'I NG ) > 

IF YOL WANT A PRINT OUT 
SPRINT OUTPUT. DAT? <R; 

AND A MESSAGE WILL BE ENTERED ON YCUR SCREEN THAT THE JOE WAS ENTERED 
ON A JOB QUEUE 



EIRST NIGHT INSTRUCTIONS 

$COPY [DAWSONj STUDENT. ELB *.* <R> 

COPY [LAWSONJCOMPARE.BAS *.* <,R> 

COPY [DAWSONj MSTR INV . DAT *.* OD 

$COPY [DAWS0NJMS1RNUM.DAT *.* <.R> 



ONLY TO SET UP YOUR ACCOUNT. 

m 



FOR LATER ON FIRST TlMii ONLY 



$BASIC COMPARE 
$LINK COMPARE 

RUN COMFARE 40 



V 



mmm no aw* •*?• 

MOwiairioM no. 



fOLO 

TO 



REPRESENTATIVE COMPANY 

42401 
1/8 



MM* TO 

ItVOlCt NO 



INVOICE DAT! 



CO 
O 



ERIC 



OOAMflf V 



70 

27 
80 
28 
90 
200 

29 
1 

16 
40 
21 
12 
14 
50 
150 
176 
130 
20 
30 
15 
80 

97 
140 
50 
70 



1636 



f SAL 
1 M 


is 


ClTt 


IT. 


CUtT. MO. 




1L 


/** 







Hev York Storei, Inc. 
1026 Madison Avenue 
New York, N. Y. 




r O ■ tNCHCOtt. •*. V. ttNMfl » OAVft MTT 



SWEET POTATOES 

FLY PAJREP 

MACARONI 

AMERICAN CHEE3E 

PRUNES 

COPPER 

CHOW CHOW 

ZINC BUCKET 

BROOMS . S 

CIDER ' 

KETCHUP 

NOODLES 

DOG BISCUITS 

LYE 

CONDENSED MILK 
COCOA 
PAPRIKA 
CRACKERS 
TAPIOCA 
BEANS 
PEPPER 
NUTMEG 
SALT BUTTER 
SWISS CHEESE 
'IAS 
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33912 
65393 

14008 
23735 
45263 
23207 
65996 
,65135 
19216 
34464 
12552 
73335 
63504 

76272 
46257 
43632 
48312 
50927 
58080 

43672 
43560 
14789 
14920 
58664 



41314 



2.10 
2.60 
1.29 

2.88 

9.60 
3.10 
1.40 
1.88 
1.25 
4.50 
.64 
2,60 
.80 
.60 
3.10 
3.65 
1.65 
.55 
.92 
7.50 

. .33 
2.15 



50.30 



147.00 

100.00 
14.28 
252.00, 
576.00 
9.86 
9.60 
49.60 
56.00 
39 48 
1500 
63.00 
32.00 
390.00 
140.80 
78.00 
62.00 
109.50 

2*. 75 
44.00 
89.24 
1,050.00 
16.50 
150.50 



3i578.51 



CMf 



9§#56 

. 38.60 
85.00 
9146 
216.10 

nxi 

8.38 
44.90 
36.35 

37 . 07 
13.50 

28.80 

380.75 • 

133.00 
74.68 
55.70 

102.60 
21.25 
39.65 
81.19 
68.35 
10.72 

128.00 



2,124.75 



N 
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FIFTH NIGHT 



Introduction of Accounting-Dibs 
Group entry of Exercise 4 
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COMPUTERIZED ACCOUNTING 
"DIBS" 



ENTERING TRANSACTIONS 



Introduction ; 

DIGITAL Integrated Business Systems (DIBS) Is a group of applications 
designed to meet office accounting requirements. DIBS-11 packages 
operate on DEC 11 -baaed minicomputer systems, to provide the user with 
increased power and flexibility. 

The DIBS-11 applications include Accounts Payable, General Ledger, 
Accounts Receivable, Payroll,, Order Entry/Invoicing and Inventory 
Management. 

The Regional Vocational School, Fort Wayne Community Schools, 
purchased this accounting software package because the Advisory 
Committee thought it best exemplified a realistic, businesslike 
approach for students in accounting. It has never been used in a 
classroom. setting before now. 

Using DIBS; 

At the dollar sign prompt, enter DIBS: f DIBS 

When the' computer asks for the password, enter DIBS again: 

Password: DIBS (this will not show up on your screen) 

You will now see a "menu*. These are all of the possibilities you can 
select in the DIBS software package. 

Select: General Ledger Svateai (depress #3 and depress the return key 

t0 . 4irmir or the enter key to send it to the computer) 
Select: 5*titY File Maintenance (depress #2 /and depress the return 

key or the enter key to send it to the computer) 
Select: Change Entity 

Enter: Entity Number: 1 (at the blinking cursor) 

Change? 2 (enter 2 and depress the enter or return key) 
Type in your name at the blinking cursor. Depress return. 
Change? If you have none, depress the return key. 
(Tour name will now appear on all printouts In DIBS) 

Continue to depress the backspace key until you are back to 
the General Ledger System Menu. I'f you go too far, enter the 
password again. Remember: the, system remembers how many 
times you depress a key, even If does not activate 
immediately because of slow response time. 
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StUct? Trin ai ctlon Entry md BrtUIng ^ 

Select: Add MtM Jminn.lff) ^ ( 

Enter: 1 (the entity number for your department or company) 

Enter: 2 (Mo. of Reference Fielda (eolumna) for further explanation 
of entrlea) 

* (Tou do not want It to automatically jump over these 

Reference Flelde beoeuee you will want to enter information) 

At thla point, you will begin entering tha heading for your 
Tranaactlon Edit Report. After all of this has been done, you will 
enter the debit and credit transaction entries. 

Assume you are working for a small business. Lucy Prince, the 
proprietor, operates a small motel called "Middletown Gardens. 

Enter: Posting n»f • 013181 (for January 31, 1984) 

EfffBtiV Plfcg: depress the return key and today's date will 

automatically appeer. 

SflnXfil jCflflt: 3-2 

Daacr lot ton; ttlddlctown Gardens 

Change? (return key to answer no) 

Tou are now reedy to begin entering the daily business transactions. 
Only a small sample la given. You need to have the DIBS account 
numbers for those accounts that are effected: 

1101*00 Ceeb 

1100-00 Off lee Supplies 

2103-00 Accounts Payable 

3201- 00 Lucy Prince, Capital 

3202- 00 Lucy Prince, Drawing 
6206-00 Rent Expense 
6216-00 Repslr Espense 

The computer only accepta the numbers. The account name will 
automatically appeer after the number has been entered. 

Use the keypad rather then the keyboerd to enter numbers. Debit 
amounts ere accepted by the computer aa positive amounts and the 
number without dollar eigne or decimal a is entered. Credit amounts 
muat be entered with e - alga before the number. 
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jTha ftrat ona Is an nxaaplo for you to follow. Uao tho saaa prootduro 
for tho othara. 

1. Fold oaah for tho aonth'a rant, $700 ♦ 00. Dablt "Rant Exponas* and 
Crodlt •Coon* 

En tar: 6206 and dapraoa tho oator hoy t 

00 and doproaa tho aator koy, for loat Eipanaa 
January 3 for tho data aad doproaa 'tho return koy 
Chook 2103 for tho ohook nuabor 
70000 for tho doblt aaouot, antar 

Entar: 1101 and daprasa tha cnjpiV kay 

00 and daprasa tha antar kay , for Cash 
Oaprasa tho raturn kay twica to bypass tha two refaranca 
eoluana baoauaa thia ia tha saoo transaction as tha o^na 



lOTt: If yoo aaka a aiataka 9 uait until you havo flnlahad tha lino 
and ora rood? to bogla a now ono. Uao tho backs paca kay to 
■oka oorrootlooa. Tou uuat bo in thm Aooouat Muabar coluan to 
do thia. Entor T for Taa. Uao tho arrow kaya to taka you to 
ttnr alatakav" oaakltnt yowto typo otor it altar ttia* correction. 
Zf yoai ara •Out of Balance" by 00 f thaa your debits and eradlta 
equal, uaa taa a rr ow kaya to taka yoa to tha new lino to 
t coatlaaa eatar traaaaatloaa* 



2. aeoalva* eaafc fraar day* a aalea, fl, 500.00. January 3, ftoealpt #30 
Ooblt taa Caa* aaaaaak #1101-00 far 150000 

. Credit the Salaa aooouat #4101-00 for -150000 

3. Paid cash for a supply of bualnaaa foraa, $150.00. January a, 
Chaek #2100 

Oablt tha Of flea Supplloa account #1106-00 for 15000 
Cradlt tho Caab aooouat #1101-00 for -15000 



*. Paid oaah to tha owaor for poraoaal uaa 9 175.00. January t 9 
Chook #2105 

Doblt tha Capital aooouat #3201-0* far 7500 
Cradlt tha Caak aooouat #1101-00 far -7500 



Aasuae you ara flnlahad with ontorlng the week's tranaactlono. 
Dapraao tho baekapaoo kay. If you aro 00 balanoa, antar II for No. 
If you ara out of balanoa by any aaount, than you auat an,tnr T for Too 
and find tho alatako and oorroct it. Uao your arrow kaya to do this. 
If ovarythlng la in balanoa, than you would uao tho baokspaoa kay to 
lot back to tho aonu whoro you would aaloet "Print Journals". Thlo 
would glva you a "Transaction Edit leport" listing all of tho 
transactions that you antarad. Sao tho tiaapla. 



above and tho information la tha saaa. You could usa 
thaa for any additional . inf oraatloa you would want to 
furthar osplaia tha traaaaotlon. 
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^-•awlni DIBS ; 



list tht backspace kay to gat back to tha "Password". Entar: BYE 
This should gat you baok to tha dollar sign prompt and anabla you to 
log off tha ays tea or to antar Into another software package. 

Posting : 

You are able to post at eny tlae— dally, weekly, .or monthly. DIBS 
will not allow you to post if thare is a a is take. . Tou would seleot 
"Post Journals" end receive an "Update Control Report" printout. See 
the exaaple. Tou would then selaet "End of Month Posting" and receive 
e "Month-End Posting Journal" printout listing all of the accounta and 
their new balances. See the example. 

General Ledger Printed Reports 

Automatically prepared by system: 

Working Trial Balance 

Trenaeetion Edit Report 

Update Control Report 

Stendard Chart of Accounts Report 

Source Cross Reference Report 

Month-End Posting Journal 

Generel Ledger 

Entity Structure List 

Entity Master File List 

Account File Print Report 

Designed to meet specific needs of an office: 

Balance Sheet 
Incoae Statement 
and many otners 



NOTE: DIBS was purchased from International Turn-Key Systems, Inc. in 
Tulss, Oklahoma. 



BEST COPY AVAILABLE 



o 



ERIC ' 49 



4 



Sixth Night 



Word Processing 

Overview of Word Processing Concepts 
Description of CTOS software (Handout 8, 9) 
Exercise M 



ERIC 
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HANDOUT 8 



..cv 



***CTOS*** 



' ****WORD PROCES 



IS£*M^ 



SOITwARE**** 
V 



RUB CHAR 



RUB wORL 

/ 



Removes character immediately before the cursor from the 
document. 

removes the word immediately before the cursor form the 
document s . % 



Gold RUB LINE Removes the line immediately before: the cursor from the 

document. 0 If the cursor is at the beginning of the 
line, the »previ cus line will be removed 



Gold SENT 

1CP DOC 
BCT DCC 
RET 

Geld RUIER 

SI* AP 
RED DEL 

Gold i 
Gold C 
UPPER CASE 
Gold 3 



Remaves the sentence immediately before the cursor from 
the document 

Fositions .the curscr at the be 6 inning of the document 

Positions the cursor at the end of the document 

Ends- the current lirxe and, starts a new one. Aditional 
RETURNS can be used to enter blank lines. This is used 
for paragraphs tht are not indented. 

Allows th-e current ruler setting. to be changed. All 
text following ythe ruler will correspond tp the new 
setting. / 

SwAP transposes the character at the cursor with the 
character immediately after the cursor. 

DELETe mode is set. Removes the character at the cursor 
from the document and continues in the advance mode^hen 
used with other grammatical keys. 

Saves the document for future use after creating or 
editing. 

Centers the current line between the left and right 
nfargins or at the center point if specified. 

UPPER CASS mode is set. Converts lower case letters to 
upper case. r 

LOWER CASE mode is set. Converts upper case letters to 
lower case. 



\ 
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EXERCISE 4 

copy ny flit by using the folloviag command: 
$COPY ft (DAWSOlJ ADASSIGH,DfT| fl #, # 

I mat you to tdlt this flit using the keypad editor. You vill need 
to glye tae following coanands to get started: 

$U)IT (r) 

filename: adasslgnl.dat; (r) < 

*C 

Good Luck 



a 

Experts tails' us that when we have JpkKBBmt that we weTtat 
others to accept, the moirm^mj/^^l^m JSSSToSar' plea Into written 
form the eore lUutf we ace toffaw^Bethe rejeer to adopt it. 
If In oar letters we reeble, use EBSESm* references, mka 4e\ek- 

L dP 

choice ojE word s^ or use^K* a i swear, sepsw reeae the likelihood of 
havlng^&sas rejected. TTiVjalfili rrfr* if such letters will^ttfisT 

of ns, of our^pnxpeaee and certainly of the 



organisation we represent .4s* 'our nesseges . 



^Like a goad) apeAch^oor final copy should ^l^ftaeUt owr very best 
effort .fit shoultf^sepeets what It has to say in a clear and con- 



clse ^sej » |uere should be no distracting features* euch aa snudgea. 
uMttrsKtlvw^falwsH poor plsc esanyor^awaya aarglns . In other 
wordjf if we are tdjbecons truly adapt In the art of written con- 
nunlcatlon, we aust awoldJ«s^Qan} attention to how we present 
sonething Instead of^what we^fny. ( /han/ jnly) can we be certain 
that eia ^eai e w s fr response or^kctloa we want. 
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'Seventh Night 



Word Processing 
Exercise 5 
* Exercise 6 
Exercise 7 



\ 
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ERIC 
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EXERCISE S 



I' 



(1, CT ACTA SI 
Pf£6 



125b M5 Measure basic skill: statistical rough draft 



two 5' writings; 
different ne pwsn?; 
proofrMd 4V>d ctrcls 



Racof d battac rata 
and % of trsnafsr: rait 
ot 125b ♦rate of 124b. 



arror* 



206 



C 



all ttguma/Httara used 



Uai 



Mart 



§0%r*w 



te«xrtT, the United States ce leluaLed its 200th birthday 
period from 1776 j;o 1976 was one of^srwrt growth* Our population^ 
fro^Srat 2,803,000 in 177^jo more than 215,005,859 in * 976 ^J£ e 
horse vae the princflES-sseeitar of transportation in 1776^ but «h» 



gwam 1 

V 

The 



W«^qui*iay r*pLc*the hor.e at .rifiggjg^^ 
gentury. In 1976, |her« were nor* t±kniefT*wsf trucks, and buses on 




What can/we lay has been America's greatest -eetievewnt In its 
first ^QO/years? fSJtpi' it has been the^fermrth of its •yj^JJJJ^ 
free public education which ^Cj^j^J^ g ?W 
schools to our hi 



27 



40 



.53 



68 



113 



wis to our hlth schflflii 
low fees^in our/blghly^rati 



these levels wej^faid very 



^bllc universities. In 1976. the total 



11 



25 



93 



71 



school enrollaetf) for persons^^ 34 yssra old^wijJhs^ to be « 
about 57,763,000, wit^32,66^Jnrolled at t^^eiwuLsiyichool levelj « 
14,8X4,000 enrolled atth* high school leveTjwlth «ttr^another t« 
,10.584,000 enrolled in ourApoit-setSmds 



124 



8* 

2 

5 

8 
11 
14 
1? 

23 

25 

28 

JO 

33 

37 

3t 

43 

48 
47 



D ECT COPY AVAILABLF 



U*aofl125 Unit 20 Pa^ormiJiwt Bvtf uttlon 



54 



EXERCISE 6 



3699 £ Jtvrvtuii, ftu^ 



■u. 



3^^ jbvms~fjsi*p£ J. 4u*w jfayotJLV^ 
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Eight Night 

Student\Choice of Working on Projects from any one of the 
taught software: EDIT, EASY, DIBS, CTOS, BASIC 

4 
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ERIC 




APPENDIX - B 
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ACCOUNTING 
DIBS INSTRUCTIONS 




$DIBS 

$ PASSWORD: DIBS 



If 



H 



Insufficient Privilege to Purge" appears - $SETkPROT«0:Du*.*7* 

or enter filename appearing 
in place of *.*;* 



If 



See System Manager" appears^- $RUN U DIB :RUif ; 

and at next point, enter DIB :MENU, 
then press Return, Return 



If 



it 



File NOt Available" appears - $RUNuDIB :CLRDFL 



DATA ENTRY RULES AND SPECIAL KEY FUNCTIONS 



CAPS LOCK - Must be depressed before keyboard entries are accepted. 

RETURN or ENTER - Must be depressed after entering data. Press to advance 
.to next screen or field. Also used to remedy erroneous conditions . 
so that data can then be entered correctly. "Advance Field Key" 
mentioned in the manuals is the same as the "Return" key. 

BACKSPACE - Depress to go back to previous screen or field or to get 
back to "Password" to type "Bye" to log out. Also used to signal 
the completion of all entries for a particular function in a 
particular mode. 

* 

BYE - This is always typed at the "Password" to \qsl £U£ and save 

information stored in DIBS. In order to start a new problem with 
clean accounts, the user must copy and purge again. Copy and 
Purge is not used if the user wishes to work on the same problem 
previously entered. 

NUMERIC KEYPAD - This should be used for numeric entries, although the 

numbered keys across the top of the keyboard perform the same function. 

NO SCROLL - Used to advance and stop data for viewing on screen. If 
cur or ever locks in place, check the no- scroll key. 

UP and DOWN ARROWS - These only function 'in the "CHANGE" mode of all 
standard maintenance procedures. Usually, however, a "Change?" 
inquiry routine appears which allows the user to select the number 
of the item wished to be changed. 
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DAES - These are usually entered in the "mrnddyy" format (053183, for 
^■^axample, would £rint out 05/31/83). The exception la during 

aystem initialization. At that time, the user would enter 

"May 31, 1983. " 

/ 

DOLLAR AMOUNTS - Do not use /dollar signs, commas, or decimals in 

dollar amount entries. The amount entered as 10654295 would appear 
as $106,542.95. If it is a credit amount, you may enter a - minus 
sign before or after entering the number. All. zeros must be 
entered if there is an even dollar amount. 

DEBITS and CREDITS - All debits appear as positive amounts. Credits 
appear with a minus sign or brackets around them. You must 
enter a minus sign (-) for a new entry. If you press tYm RETURN 
key to make no entry in this field, the system enters the amount 
that offsets the amount entered for the previous transaction. 

CHANGE? and FIELD? INQUIRIES - This will appear at the bottom of the 
screen throughout most operations. It enables the user to make 
changes or corrections. Enter Y (Yes) if a change is desired or 
the number of the field you wish to change. If no change is 
needed, press the N (No) key. This fame response can usually 
be made by just pressing the RETURN key (it defaults). 

DELETE - Depress the DELETE key to remove an unwanted entry before 
pressing the RETURN key. If you have already advanced to a 
new field, a change or delete can be made when CHANGE? appears 
at the bottom of the screen. 



STEP-BY-S T EP ■ 

MENUS AND SUBMENUS FOR ENTERING PROBLEMS 

1. GENERAL LEDGER SYSTEM (3) should always be selected first. 

2. GENERAL LEDGER FILE MAINTENANCE (1) should be selected when starting 
a new problem. Next selection is ENTITY FILE MAINTENANCE (2). 
Next* select the CHANGE field and enter" Entity Number 1 when the 
system asks for it. Next, select field #2 and enter your name. 
These steps can be bypassed while working on the same problem. 

It must, however, be done for each new accounting problem, after 
you copy and purge. 

3 - TRANSACTION ENTRY & EDITING (2) is selected for entering asw 
transactions. Next, select ADD JOURNALS (1). Enter the last 
day of the current month for posting, date. For S/C (Source Code), 
enter the number of the problem (example, 21C). On the next line, 
enter the name of the company. Press RETURN, No Change, and begin 
entering account numbers that relate to specific transactions. 
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4 REFERENCE fields - Select "2" so that two sources of information can 
^Hbe entered into two column fields. For example, in the first 

reference field, you may wish to enter the date of the transaction. 
In the second reference field, you may wish to enter the source 
document anci number (example, V38 for Voucher 38, or Ck 2895 for a 
check number) « 

5. CHANGE JOURNALS (2) can only be used to change previously entered 
transactions. You must have the journal number, item number, sequence 
number, account number, and entity number of the transaction you wish 
to change. This is obtained by printing out the journals on the 
terminal screen or by the Transaction Edit Report. 

6. PRINT OUT JOURNALS (3) is used to get a printout of all current 
transactions. After posting, this is impossible. It is extremely 
important that you obtain a TRANSACTION EDIT REPORT through this 
function so that items can be checked for accuracy. 

7. POST JOURNALS (5) is used to post the transactions to the Year-to- 
Date Transaction File. An UPDATE CONTROL REPORT is automatically 
printed as a result of transaction posting. This report identifies 
any journals that are out-of -balance. A journals must be in balance 
before posting occurs. Debits and Credits must equal. 

8. END- OF -MONTH POSTING (5) on the Master Menu is used to update the 
General Ledger Account Master File. This must be done before any 
financial reports can be printed. A MONTH- END POSTING JOURNAL is 
automatically printed after all accounts have been posted. It will 
contain all current balances. 

n 

9. WORKING TRIAL BALANCE (5) is on a submenu . found by depressing GENERAL 
LEDGER REPORTS (3) on the master menu. The printout is used to review 
period-ending information for an account after all standard transactions 
have been entered, balanced, and posted. Adjustments are then written 
on this report and entered through the Transaction Entry and Editing 
Mode through the "Add Journals" selection. These adjustments are 

then posted YTD and End-of -Month just as before. Numbers should be 
checked for accuracy on the printouts obtained. 

10. BALANCE SHEET (Report #100) is selected through the GENERAL LEDGER 
REPORT WRITER (7) on the main menu. REPORT SELECTION (2) is then 
depressed. You must then enter your Entity (#1), the end-of-month 
date (written out), and the company name and chapter number. The 
user should get the specifications of the report by selecting 
REPORT DEFINITION (1) r*nd .ting a printout. Be sure that the 
accounts you are usinc, are listed on the report specifications. If 
not, you may add line numbers and your own specifications to include 
these entries. Adjustments will more than likely have to be made. 



ERIC CO 



4 



n^ Twr./ ^ STATEMENT (Report #125) is also selected through the GENERAL 
LEDGER REPORT WRITER (7) on the main menu. REPORT SELECTION (2) is 
then depressed. You must key in your Entity (#1), the end-of-month 
date, and the company name and chapter number. The user should get 
the specifications of this report before trying to print it out. 
Check to see that all accounts are included. It is alright if there 
are extra ones that are not needed. You must add any that are left 
out. Obtain the specifications by selecting REPORT DEFINITION (1). 



NOTE: When all else fails, look it up in the OPERATOR INSTRUCTION MANUAL 
on the shelf in the classroom - DIBS GENERAL LEDGER. Otherwise, 
the instructor may have to call International Turn-Kay Systems, Inc. 
in Oklahoma. 
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COURSE DESCRIPTION FOR COMPUTERIZED ACCOUNTING I 



In addition to the normal written activities associated with 
accounting, students enrolled in thi3 course will complete most or 
their work in class using computer terminals connected to a 
minicomputer with access to printing devices. Students must be 
wining to spend several hours outside ot class tor oasic written 
assignments in order to allow tor needed "hands-on" computer time in 
'ciass. 



Topics include instruction on the computer terminal, an automated 
general ledger accounting system, special journals, payroll records, 
uncoliec tiole accounts, plant assets, and d v ep.reci3yion, notes 3nd 
interest, ana-of-fiscal-period wor* tor a corpora-ion, ~j voucner 
system, 3 petty casn system, ana an inventory system. 



.^rarsq ji si te : "Beginning Accounting" C3asu .'.-oour.tm; ..."icwj. 5d-;e) 

Tocal Hours ot Instruction: ; >5 Hours 

.5 '/ee.<s tor *, .iouro oer . 



rotai '-omnuter "hanao-On" ri.r.e: 



J|0 Hours 
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COURSE OUTLINE FOR COMPUTERIZED ACCOUNTING I 

PREREQUISITE: Beginning Accounting or Basic Accounting Knowledge 
TOTAL HOURS OF INSTRUCTION: 45 
TOTAL COMPUTER "HANDS-ON" TIME: 30 

TEXTBOOK: Century 21 Accounting, First-Year Course, 3rd. Edition, 
Soutn-Western Publishing Company 



1st './eeK: 



2nd *.7ee»%: 



3rd '.feex: 



4 th Wee*: 



.;e-j<<: 



6th Wee*: 



7th Week: 



introduction to -he "Computer Terminal and 0I3S 

a. 3 Instructional Hours 

o. ilastery Level = Competency 

2. ? "H^nds-On" Hours 



Data Processing Systens, Processing Chart of Accounts, 
Setup Form", Opening Entries, and an Exercise in DIBS 
3. 3 Instructional Hours 
3 • Mastery Level = Competency 
2 9 2 "Hands-On" Hours 

Processing Transactions anj End-Ot'-Fiscal-Penos Reports 

3. 3 instructional Hc.:rs 

j. Mastery -avei z Co.noetency 

2 "Hanas-On" Hours 

.^ecordin^ Transactions with Special Journals - Purchases 

jt.j Casn P3y:.-.-2.-its 

j. 3 Instructional Hours 

o. iMastery Level = comoetency 

z. < "Hand.,-).*. 11 i'ours 

5 . :cr-in:, . Tr jr. tactions witn J^eciai Journu-^ - Jui-is a.iu 
J 5 n * t; j 

3 Instructional . Hours 

j. .iastary Level = Competency 
z. 2 "Hands-On" Hours 

Payroll Records. 

a. 3 Instructional Hours 

b. Mastery Level a Competency 

c. 2 "Hands-On" Hours 

Payroll Accounts, Taxes, and Reports 

a. 3 Instructional Hours 

b. Mastery Level = Competency 

c. 2 "Hands-On" Hours 
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8 th Week: 



9th Week: 



10th Week: 



1 1 th V/eeK: 



12th Week: 



Uth Uee.<: 



14th Weex: 



Accounting for Uncollectible Accounts 

a. 3 Instructional Hours 

b. Mastery Level a Competency 

c. 2 "Hands-On" Hours 

Accounting tor Plant Assets and Depreciation 

a. 3 Instructional Hours 

b. Mastery Level a Competency 

c. 2 "Hands-On 11 Hours 



Accounting for Notes and Interest 
a. 3 Instructional Hours 
o. Mastery Level = Competency 
c. 2 "Hands-On" Hours 



End-Of-F iscai-Period Work for a Corporation 

a. 3 Instructional Hours 

b. Mastery Level a Competency 

c. 2 "Hands-On" Hours 

Using a Voucher System 
a. 3 Instructional Hours 
o. Mastery Level s Competency 
c. 2 "Hands-On" Hours 

Using a Petty Cash System 
a. 3 Instructional Hours > 
o. Mastery Level = Competency 
c. 2 "Hands-On" Hours ^ 



Using an Inventory System 
a. 3 Instructional Hours 
o. Mastery Level a Competency 
c. 2 "Hands-On" Hours 

Overview and Final Evaluation 
a. 3 Instructional Hours 
o. Mastery Level = Competency 
c. 2 "Hands-On" Hours 
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GOALS FOR COMPUTERIZED ACCOUNTING I 

1. Know ahd understand applications and functions unique to DIBS, 
the accounting software. 

2. Know and understand applications and functions unique to CALC-11, 
the electronic spreadsheet. 

3. Demonstrate correct and proper U3e of the computer terminal. 

4. Know and understand accounting terminology, principles, and 
practices, 

5. Know, understand,, and demonstrate accounting procedures, 
principles, and practices for a merchandising ousiness organized 
as a corporation; 

5. Be able to assign account numbers, and prepare Chart of accounts 
and financially statement setup forms for EDP. 

7. Be able to record an opening entry for EDP, analyze a systems 
flowcnart, record weekly oatcned^transactions on a JET form, and 
complete end-ofrf iscal-pjfr^o^vvor*;. 

Be aole to journalize ana post purcnases and casn payments and ' 
sales and cash receipts using special journals. 



9. Be aole to prepare and record a payroll and payroll tax records. 

10. 3e aole to examine and record bad d.eots expense transactions, 
plant assets and depreciation, notes, interest, and bank 
discounts . 

11 . Be aole to analyze ana prepare end-of-f iscal-period entries for a 
corporation and record 1:3 dividends, • . 

^l, ile 'sole to record vouchers in 3 voucner register and record ca3h 
transactions in a check register. 

13. Be able to establish and replenish a petty cash fund. 

14. Be able to determine the cost of mercnandise inventory U3ing the 
flfo and lifo methods, and to determine the valuation of 
merchandise inventory using the lower of cost or market method 
and the gross profit method. 
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INSTRUCTIONAL MATERIALS 
FOR 

COMPUTERIZED ACCOUNTING I 
ADULT. EDUCATION 



TEXTBOOK: 



WORKBOOK: 

TESTS: 
MANUAL: 



Century 21 Accounting, First-Year Course, Third Edition, 
Copyright 1982, Swanson, Ross, Hanson, and Boynton 

South-Western Publishing Co., "First-Year Course 
(Chapters 1-30)", B30 

Century 21 Accounting, Working Papers and Study Guides, 
Chapters 1-30, B301. , x t 

Preprinted Problem Tests and Unit Tests 

Teacher's Manual for B30, B301, and Tests 
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1ST WEEK 
COMPUTERIZED ACCOUNTING I 



Introduction to DIBS (Handout: "DIBS Instructions") 

1. Assignment of Accounts and Passwords to User3 of System 

2. General Ledger System 

3. General Ledger File Maintenance (Entity) 

4. "Cnart of Accounts" Printout 

5. Transaction Entry and Zditing - Changes, Additions, and 
Deletions . fa 

6. ^"Transaction Edit Report" Printout 

7. *~Vost Year-To-Date: "Update Control Report" Printout 
3,, "End-of'-Month Posting Journal" Printout 

9. "WorKing Trial Balance" Printout 

Exercise in DIBS 

1. Problem 3-2 (Handout) 

a. Copy New Files 

b. Change Entity Number and Name 

c. Enter Transactions - Print, Post YTD, Post Montn 

2. Proolem 4-2 (Handout) 
a. Copy New Files 

o, Change Entity Number and Name * 

c. Enter Beginning Balances • Print, Post YTD, Post, Month 

J. Enter Transactions - Print, Post YTD, -Post Montn 

e. "Wording Trial' Balance" Printout 

Assignment : ' 

1. Read Chapter 17, p. 327-340: "Data Processing Systems" 

2. Write out definitions of Accounting Terms - p. 340 

3. Be aoie to discuss Questions 1-26, p. 340-341 

^. Read Chapter' 13, p. 345-357: "Automated General Leader 
Accounting 7 * 

5. Write out aetinitions of Accounting Terms - p. 357 
\5. de aoie to aiscuss Questions 1-14, p. 357 

V. 3e prepared tor quiz over Chapters 17 and id after discussion 
next weex. 

3. Do Drill 17-D1 , p\ 341: '"Adding Mew General Ledger Accounts" 

9. Do Drill 17-D2, p. 342 r "Analyzing a Chart of Accounts Setup 
Form" 

10. Do Drill 17-D3» p. 342: "Analyzing a Financial Statement 
.^etrup Form* 1 * 

11. Problem 1.7-1, p. 343: "Preparing a' General Ledger Chart of 
Accounts Setup Form" 

12. Drl'ii. . 18-D1 , p. 358: "Analyzing a Systems Flowchart" 

13. Problem 18-1, p. 358: "Recording . an Opening Entry in an EDP 
General Ledger Accounting System" 
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2ND WEEK 
COMPUTERIZED ACCOUNTING I 

A. Lecture and Discussion on Chapter 17 and 18 

1. Questions on p. 340-341 

2. Go over Drills 17-D1, D2, and D3. Collect Problem 17-1. 

3. Questions on p. 357 

4. Go over Drill 18-D1. Collect Problem 18-1. 

5. Terms and definitions should be saved by student and continue 
to add to it with each new chapter. To be collected at end of 
course for credit, 

6. Quiz using Study Guides 17 and 18. Hand back to student 
before end of class so that it can be used to study for the 
unit test. 

7. Students should b«s encouraged to take notes from discussions 
in class. 

B. DIBS - DO NOT COPY NEW FILES. Just enter DIBS to retrieve 

previous problem. / 

1. "Balance Sheet" Printout, f Select "Report Definition" and 
Report #100. \ 

2. "Income Statement" Printout. Select "Report Definition" and 
Report #125. * 

C. Exercise in DIBS - Etna Langhorn, Architect 

1. Copy [DIB. FILES]*.* ».» to get clean files. Change Entity 

2. 5-1: Enter* the transactions for one month. Print, Po3t YTD 
and Post Month-End. 

•3. 6-1: Enter the beginning balances. Print, Post YTD and Post 
Month-End. 

4. 7-1: "Working Trial Balance" Printout 

5. 8-1: "Income Statement" Printout - Report #125 
6.. 8-2: "Balance Sheet" Printout - Report #100 

D. Assignment 

1. Chapter 19 - "Automated General Ledger Accounting: Processing 
Transactions and End^of-Fiscal-Per iod Reports", Read p. 361 - 
377. ' 

2. Write out definitions ofjfrccounting Terms - p. 378. Save 

3. ,Be able to discuss questions #1-1U, p. 378. 

4. Do Drill 19-D1 and D2, p. 379. "Batching Transactions" 

5. Do Problem 19-1, p. 380, "Recording Weekly Batched 
Transactions for EDP using a Journal Entry Transmittal (JET 
Form)"^ 

6. Stud for a Unit Test, over Chapters 17,' 18, 19 to be given 
afti next week's discussion. 
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3RD WEEK 
COMPUTERIZED ACCOUNTING I 



A. Lecture and Discussion on Chapter 19 

1. Questions on p. 378 

2. Go over Drills 19-D1 and D2 

3. Collect Problem 19-1. Check and return 

4. Give Study Guide 19 as a quiz 

5. Review and Discuss Chapters 17, 18, and 19 

B. Unit Test on Part 4 - Chapters 17, 18, and 19 

C. DIBS - Problem 19-1 and 19-2, p. 380-381 

"Recording Transactions in Weekly Batches and Recording Adjusting 
and Closing Entries' 1 

1. Copy clean file* and change entity number and name 

2. Eater transactions, print and post ytd and month-end 

3. "Working Trial Balance" printout 

4. Enter adjusting entries, print and post ytd and month-end 

5. "Income Statement" printout, Report #125 

6. "Balance Sheet" printout, Report #100 

7. Enter closing entries, print and post ytd and month-end 

8. "Working Trial Balartce" printout 

D. Assignment 

'1. Read Chapter 20, "Recording Transactions with Special • 
Journals: Purchases and Cash Payments", p. 393-409. 

2. Do Terms, p. 409. Save * 

3. Be able to'discuss Questions 1-15, p. 409. 

4. Do Problems 20-1 and 20-2 in workbook. 
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4TH WEEK 
COMPUTERIZED ACCOUNTING I 



B. 



Lecture and Discussion on Chapter 20 

1. Questions on p. 409 

2. Using overhead transparencies, go over Problems 20-1 and 20-2 

3. Give Study Guide 20 as a quiz 

DIBS - Problem 20-3, "Journalizing a,nd Posting Transactions 
Affecting Purchases and Cash Payments r , p. 413 

1. Copy new files and change entity number and name 

2. Enter beginning balances, including all Creditors, but 
omitting Accounts Payable. Print, Post 

3. Enter transactions for U3ing current month. Print, Post ' 

4. "Working Trial Balance" printout 

5. Prsapare a "Schedule of Accounts Payable" using workbook paper 

6. Turn in all work for credit, stapling in the order given. 

Assignment 

1. Read Chapter 21, "Recording Transactions with Special 
Journals: Sales and Cash Receipts", p. 4.17 - 430. 

2. Do terms, p. 430. Save 

3. Be able to discuss Questions 1-13, p. 430. 

4. Problem 21-3, using workbook papers. 

5. Study for Problem Test on Chapter 20. 
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5TH WEEK 
COMPUTERIZED ACCOUNTING I 



Questions and Answers 

1. Problem Test over Chapter 20 - Written 

Lecture and Discussion on Chapter 21 

1. Questions on p. 430 

2. Go over Problem 21-3 on overhead transparency. 

3. Use Study Guide 21 as a Quiz 

* 

DIBS - Problem 21M, "Journalizing and Posting Sales' and Cash 
Receipts Transactions", p. 436-43? 

1. Copy ( lean files and change entity number and name. 

2. Enter beginning balances for all charge custcmers and the cash 
account, omitting accounts receivable. Print, Post 

3. Enter transactions using the current month. Print, Post 

4. "Working Trial Balance" Printout k 

5. Prepare a "Schedule of Accounts Receivable" in the workbook. 

6. Staple all work together in the order given and turn in for 
credit. 

Assignment 

1. Read Chapter 22, "Payroll Records", p. uuo-454 

2. Define Terms - Save 

3. 3e able to discuss Questions 1-12, p. -*5?. 

4. Do Problems' 22-2, 22-3, and 22-4 in v. ork do ol< . 

5. Study for a Problem Test over Chapters 20 and 21 to be 
completed at the terminal in DIBS. 
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6TH WEEK 
COMPUTERIZED ACCOUNTING I 



Problem Test in DIBS - "Journalizing and Posting Sales, Purchases 
Cash Receipts, and Cash Payments Transactions", p. 437-439. 

1. Copy clean files and change entity number and name - 

2. Enter all beginning balances, inoluding all charge customers 
and creditors and omitting Accounts Receivable and Accounts 
Payable. Print, Post 

3. "Working Trial Balance" Printout 

4. On form provided, prepare a "Schedule of Accounts Receivable" 
and a "Schedule of Accounts Payable" 

5. Staple all work together ^.n the order given and turn in for a 
test grade. 

Lecture and Discussion on Chapter 22 

1. Questions on p. 455 

2. Problems 22-2, 22-3, and 22-4 on overhead projector * 

3. U ( se Study Guide 22 as a quiz 

Assignments 

1. Read Chapter 23, "Payroll Accounts, Taxes, and Reports", 
p. 460-472. 

2. Do Terms - Save 

3'. 9e able to discuss Questions 1-17, p. 473 

y. Do Drill 23-01, "Analyzing Payroll Transactions" 

5. Do Problem 2,3-1, "Journalizing and Posting Semi-Monthly 
Payrolls", p. 474 

6. Do Problem 23-2, "Figuring, Recording, and Posting Employer's 
Payroll Taxes", p. 475 

7. Do Problem 23-3, "Repo-ting Employer's Quarterly Withholding 
and Payroll Taxes", p. 475-476 

3.. Do Problem ?3-4, "Figuring and Recording Withholding and 
Payroll Taxes", p. -76 
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7TH WEEK 
COMPUTERIZED ACCOUNTING I 



A. Lecture and Discussion on Chapter 23 
1* Questions on p. 473 

2. Problems 23-D1 , 23-1, 23-2, 23-3, 23-4 on overhead projector. 
Turn in for credit. 

3. Study Guide 23 for quiz. 

3. DIBS - Mastery Problem 23-M, "Recording and Posting Payroll 
Transactions", p. 476-477 

1. Copy clean files and change entity number and name 

2. Enter transactions using the current month and the tax rates 
given in. the problem directions. Print, Post 

3. Do not enter the beginning balances 

4. "Working Trial Balance" Printout 

5. Using a pencil, add the beginning balances to the appropriate 
accounts on the printout. Indicate the correct debit or 
credit balances. 

6. Staple together in the order given and turn in for credit. 

C. Assignments 

1. Head Chapter 24, "Accounting for Uncollectible, Accounts", p. 



2. Do Term3 - Save \ 

3. 3e able to discuss Questions 1-1^, p. 498. 

4. Study for the Unit Test over Chapters 20, 21, 22, and 23. U3e 
your study guides and review chapter questions and terms. • 



437-497. 
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8TH WEEK 
COMPUTERIZED ACCOUNTING I 



A. Unit Test 5 over Chapters 20, 21, 22, and 23 

B. Lecture and Discussion on Ch, pter 24 

1 . Questions on p. 498 

2. Drill 24-D1, "Journalizing Uncollectible Accounts" d. 499 



and Drill 24-D2, "Figuring Bad Debts Expense", p. 499 explained 



3. Study Guide 24 given as a quiz. 

C DIBS - Problems 24-1 and 24-2, "Recording Entries for Bad Debts 
Expense", p. 500-501. 

1. Copy clean files and change entity number and name 

2. Enter transactions. Print, but do not post. 

3. Turn in "Transaction Edit Report" for credit. 

D. Assignment 

1. Do Mastery Problem 24-M, "Recording Entries for Bad Debts 

Expense", p. 501. 
2 S Study for a written Problem Test on Chapter 24 

3. Read Chapter 25, "Accounting for Plant Assets and 
Depreciation", p. 503-514. 

4 . Do Terms - Save 

5. 3e able to discuss Questions 1-9, p. 514-515. 



8E8T COPY AVAILABLE 




7C 



o 

ERIC 



15 



9TH WEEK 
COMPUTERIZED ACCOUNTING I 



A. Questions and Answers 

1. Written Problem Test over Chapter 24 

B. Lecture and Discussion on Chapter 25 

1. Questions on p. 514-515 

2. Drill 25-D1, "Figuring Depreciation Expense" and Drill 25-D2. 
"Figuring Book Value of a Plant Asset" at the board.' Students 
will be working same drills. Compare and answer questions. 

C. Do the following problems in class using the workbook: 

1. Problem 25-1, "Recording the Buying of Plant Assets" 

2. Problem 25-2, "Figuring Depreciation Expense" 

3. Problem 25-3, "Preparing a Plant Asset Record" 

4. Problem 25-4, "Recording Wofk Sheet Adjustments and JournaJ 
Entries for Depreciation • Expense" 

D. Assignments 

1 . Finish the above problems for homework 

2. Study , for a written Problem Test on Chapter 25 

3. Read Chapter 26, "Accounting' for Notes ana" Interest", p. 519 - 
3 27 • / 

4. Do TeVms - Save 

5. 3e /b(le to discuss Questions 1-14, p. 528. 

6. Do' D^ill 26-D1, "Recording Principal, Interest, and Bank 
Discount for Notes Payable", p. 528. 

7. D6 Drill 26-D2, "Recording Principal and Interest for Notes 
Receivable", p. 529. 



i 
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10TH tyEEK 
COMPUTERIZED. ACCOUNTING 

A. Questions and Answers 

1. Collect Chapter 25 Problems 

2. Written Problem Test over Chapter 2 

B. Lecture and Discussion on Chapter 26 

1 . Questions and Terms on p. 527-528 

2. Drill 26-D1 and D2 using an overhead transparency 

3. Study Guide 26 as a quiz 

C. DIBS 

1. Problem 26-1, "Recording Notes Payable, Interest, and Bank 
Discount", p. 529. Enter transactions. Do not post 

2. Problem 26-2, "Recording Notes Receivable and Interest", p. 530 

3. Mastery problem 26-M, "Recording Notes, Interest and Bank 
Discount.", p. 531. Enter Transactions. Do not post. 

D. Assignment 

1. Finish above problems in workbook if not completed in class 

2. Study for a written Problem Test over Chapter 26. 

. 3. Read Chapter 27, "End-of-Fiscal-Period Work for a 
Corporation", p. 533-552. 

4 . ^Do Terms - Save 

. 5. Be able to discuss Questions 1-29, p. 553. 

6. Do Drill 27-D1, "Analyzing Adjustments on a Work Sheet" p 
554 . 

7. Do Drill 27-D2, "Classifying Assets, Liabilities, and 
Stockholders' Equity Accounts on a Balance Sheet", p. 554. 
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1 1 TH WEEK 
COMPUTERIZED ACCOUNTING I 



A. 
B. 
C. 
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Collect Assignments, Answer Questions 
Written Problem Test over Chapter 26 

Lecture and Discussion on Chapter 27, "End-of-Fiscal Period Work 
for a Corporation 11 

1. Discuss Questions and Terms on p. 553. 

Go over Drills 27-D1, 27-D2, and 27D3 - "Analyzing Adjustments 
on a Work Sheet", "Classifying Assets, Liabilities, and 
Stockholders' Equity Accounts on a Balance Sheet", and 
"Analyzing Closing Entries". 
Use Study Guide 27 as a quiz. 



2. 



3. 

In 
1. 
2. 
3. 

a. 

5. 
5. 
7. 

8. 
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DIBS: 

Problem 27-1, "Preparing a Work Sheet", p. 556. 

Copy clean files, change to Entity 1 and your name. 

In "Transaction Entry and Editing", enter all of the account 

balances. 

"Transaction Edit Report" printout. 
Po3t YTD and End-of-Month Posting 

Use the Work Sheet in the Workbook to figure the adjustments. 
In "Transaction Entry and Editing", enter the adjusting 
entries. Print, Post YTD and End-of-Month 
Problem 27-2, "Preparing Financial Statements", p. 557. 
a. -Select "General Ledger Report Writer", #7. 
Enter Report #125 for the Income Statement 
Prepare a "Statement of Stockholders' Equity" in the 
workbook. 

Select "General Ledger Report Writer", fij / 
Enter Report H00 for the Balance Sheet 
Problem 27-3, "Recording Adjusting and Closing Entries", 
p. 557. 

a. In the workbook, record the clc *.ing entries only. Enter 
them in DIBS in "Transaction Entry and Editing", print'and 
post. 

b. Select "General Ledger Reports". Get a "Working Trial 
Balance" printout. 

Problem 27-4,. "Distributing Income to Stockholders", p. 558. 

a. Record dividend declared in a general journal in workbook. 

b. Record payment of dividend in a cash payments journal in 
workbook. 

Staple all work together in the order that it was assigned 
above. Turn in for credit. 



b. 
c . 

d. 
e. 



Assignment 

1. Finish above work at home if not completed in class. 

Do Mastery Problem 27M, "Preparind End-of-Fiscal-Period Work 
for a Corporation", p. 558-559, using workbook pages. 
Study for a Problem Test over Chapter 27 and Unit Test for 
Chapters 24, 25, 26, and 27. 



2. 
3. 



(cont.) 
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(11th W««k cont.) 



Read Chapter 28, "A Voucher System", p. 569-581. 
5. Be able to discuss Questions and Terms in class, p. 581. 
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12TH WEEK 
COMPUTERIZED ACCOUNTING I 



A. Collect Assignments, Answer Questions 

B. Written Problem Test over Chapter 27 

C. Unit Test #7 over Chapters 24 - 27 

D. Lecture and Discussion on Chapter 28, "A Voucher System" 

1. Discuss Questions and Terms on p. 581. 

2. Do Drills 28-D1 and 28-D2 in class, "Analyzing Transactions 
Using a Voucher Register 11 , and "Analyzing Transactions Using a 
Check Register", p. 582-583. 

3. Study Guide 28 as a quiz. 

S. In Class: 

1. Problem 28-1, "Preparing a Voucher", p. 583, using workbook. 

2. Problem 28-2, "Recording Vouchers in a Voucher Register", 
p. 583, using workbook pages and also in DIBS or CALC11, 
getting a printout. 

3. Problem 28-3, "Recording Cash Transactions in a Check 
Register". Use workbook page or CALC-11 on terminal. 

4. Problem 28-4, "Preparing Payroll Vouchers", p.. 584, using 
workbook, pages. 

5. Problem 28-5, "Recording Purchases Returns and Allowances and 
Payroll Transactions in a Voucher System", p. 584-585. For 
the Voucher Register, use DIBS or CALC-11. For the Check 
Register, use workbook page or CALC-11 on terminal. 

F. Assignment 

1 . Finish work at home not completed in class. 
• 2. Mastery. Problem 28-M, "Recording Transactions in a Voucher 
System", p. 585-586, using workbook. 
?. Study for Problem Test over Chapter 28. 

4. ?ead Chapter 29, "A Petty Cash System", p. 587-597. 

5. Do Terms and save, Be able to answer Questions in class on 



p. 598. 
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13TH WEEK 
COMPUTERIZED ACCOUNTING I 

A. Questions and Answers 

B. Problem Teat over Chapter 28 

C. Lecture and Discussion on Chapter 29, "A Petty Cash System" 

1. Discuss. Questiohs and Terms on p. 597-598. 

2. Drill 29-D1 , "Replenishing a Petty Cash Fund", p. 599 1 

3. Study Guide 29 as a quiz. 

3. In Class: 

1. Problem 29-1, "Establishing and Making Payments from a Petty 
Fund", p. 599, using DIBS or CALC-1 1 fo£ the Voucher Register 
and CALC-1 1 or workbook page for the Check Register. Use DIBS 
or CALC-1 1 for the Petty Cash Record. 

2. Problem 29-2, "Replenishing a Petty Cash Fund", p. 600, using 
the workbook. 

3. Problem «29-3 , "Establishing and Replenishing a Petty Cash Fund 
Using. a Cash Payments Journal", p. 600, using workbook p/.469. 

4. Problem 29-M, "Establishing and Replenishing . a Petty Cash 
Fund", p. 601, using the workbook. 

5. Check your work with the instructor. 1 

Hi. Problem Test for Chapter 29 

?. Assignment % ' 

1. Read Chapter 30, "An Inventory System", p. 603-612. 

2. Do Terms and save. All Terms from Chapters 17 - 30 are due. 

3. Be able to discuss Questions, p. 612. 

u. Do Drill 30-D1 , "Determining the Quantities of Merchandise 

on Hand Using Perpetual Inventory", p. 613. 
5. Do Problem 30-1, "Determining Cost of Inventory Using FIFO, and 

LIF0 Methods", p. 614, using workbook. 



BEST COPY AVAILABLE 



82 



ERIC 



20 



14TH WEEK 
COMPUTERIZED ACCOUNTING I 

A. Lecture and Discussion on Chapter 30, "An inventory System" 

1. Discuss Terms and Questions, p. 612-613. Collect Terms from 
Chapters 17 - 30. 

2. Give Study Guide 30 as a quiz. Check in class. < 

3. Check Drill 30-D1 and Problem 30-1 in class. 

B. In Class: * 

1. Problem 30-2, "Determining Valuation of Inventory at Lower of 
Cost or Market", p; 615. Use workbook and/or CALC-11 on 
terminal. 

2. Problem 30-3, "Estimating the Value of Inventory Using the 
Gross Profit Method", p. 615-616, frsing workbook. 

3. Mastery Problem 30-M, "Determining Cost of Inventory Using the 
FIFO and LIF0 Methods", p. 616, using workbook or CALC-11 

on terminal. 

C. Problem Test for Chapter 30- 

* ■ 

D. Assignment: 

1. Study for, Unit Test over Chapters 28, 29, and, 30. 

2. Study for Final Exam over Chapters 17 - 30.' 

3. Review DIBS for problem test on terminal. 



BEST COPY AVAILABLE 
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#15TH WEEK 
COMPUTERIZED ACCOUNTINr 



A. Unit Test #8 over Chapters 28-30 

B. Review of Course - Questions and Answers 

C. Final Exam - Written 

■» Problem in DIBS on terminal 
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BASIC COURSE OUTLINE 
TOPIC * MEETINGS ' TOTAL HCURS 



1) ^*CIPLES OF PROGRAM DEVELOPMENT 1 3 

2) wtRUCTURID BAoIC PROGRAMMING CONCEPTS 6 18 

A) INPUT/ OUTPUT PROGRAMMING 

B) DECISION STRUCTURES 

C) LOOP STRUCTURES 

3) SUBROUTINES AND SUBPROGRAMS 2 6 

4) ARRAYS AND TABLES 6 18 

A) SORTING 

£) LINEAR AND BINARY SEARCHES 

5) INTERACTIVE PROCESSING 4 12 < 
S) STRING PROCESSING 3 9 

7) LATA FILE PROCESSING 6 24 

A) SEQUENTIAL FILES 

B) RELATIVE FILES 

^ 30 MTGS 90 HRS 



J 



) 
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♦ 

COBOL COURSE OUTLINE 
TOPIC tt MEETINGS TOTAL HOURS 

1) ^UCTURED COBOL PROGRAMMING CONCEPTS 2 6 

2) *OBOL OPERATIONS ? 21 

A) INPUT/CUTPUT 

I) ARITHMETIC 

C) REPORT EDITING 

3) DECISION STRUCTURES 6 18 

4) CONTROL BREAK PROCESSING ? 21 
b) TABLE PROCESSING 4 12 
t) ADDITIONAL COBCL STATEMENTS 4 • 12 
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ADULT BASIC COURSE CONTENT 



MTG: 3 HOURS IN LENGTH 

TEXTBOOK: INTRODUCTION TO BASIC PROGRAMMING, by SHELL* S. CASHMAN (ANAHEIM PUBLISHIN 
PROGRAMMING ASSIGNMENTS : i INAL COPY SHOULD INCLUDE SOURCE LISTING, OUTPUT, AND 

•FLOWCHART OR PSEUDOCODE. 
SCALE: A:90-100 B:fa0-89 C:70-79 1:60-69 F:0~59 (PERCENTAGES) 

TEST SCORES— 50* (10% EACH TEST) 



'3RAWSCALE: A:90-100 B:fa0-89 
GRADE WEIGHT: PROGRAM^SCORES— 50% 

MTG # LECTURE TOPICS 

1 SYSTEM COMMANDS 

LEGAL DATA TYPES: 

NUMERIC CONSTANTS 

STRING CONSTANTS 
LEGAL VARIABLE TYPES: 

REAL VARIABLES 

STRING VARIABLES 

INTEGER VARIABLES (OPTIONAL) 
LEGAL ARITHMETIC OPERATION SYMBOLS: 



\ 



b 
6 



7 

6 



er|c 



CHAP1ER 
1 



or 



LEGAL COMPARISON SYMBOLS: 

«, <, >,<*, >=» <> 

BASIC STATEMENTS: 2 
READ/DATA 
INPUT 

PRINT — COMMAS 

SEMICOLONS 
TAB FUNCTION 

REM 

GOTO (OPTIONAL) 

DECISION STRUCTURES 2 

IF-THEN-ELSE 
LOOP STRUCTURES * 
PRINCIPLES CF PROGRAM DEVELOPMENT: 

PROBLEM ANALYSIS 

PROGRAM DESIGN— FLOWCHART OR 

PSEUDOCODE 

TRANSLATION INTO BASIC LANGUAGE 

TESTING AND DEBUGGING 

DOCUMENTATION 
* — USE PROBLEM #1, p. 2.34 AS AN EXAMPLE 

REVIEW ABOVE CONCEPTS USING PROBLEM 2 
#6,, .p. 2.37, AS AN EXAMPLE. 

NO LECTURE — TEST OVER CHAPTERS 1 & 2 

MORE BASIC STATEMENTS: 3 

LET— COUNTERS 

ACCUMULATORS 

PRINT USING 
FORMATTED OUTPUT — PRINTER SPACING CHART 



DECISION STRUCTURES 

MORE ON DECISION STRUCTURES: 
NESTED IF-THEN-ELSE 
COMPOUND IF-THEN-ELSE 

REVIEW OF DICISION STRUCTURES AND 



4 

5 
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PROGRAMMING ASSIGNMENTS 

ENTER SAMPLE PROGRAM TO 
GAIN FAMILIARITY WITH 
SYSTEM COMMANDS. 



RUN, DEBUG, AND PRINT 
SAMPLE PROGRAM; TURN IN 
SOURCE LISTING AN-D OUTPUT. 



ASSIGN p. 2.35 #2 & p. 
2.37 #7— DUE BY END OF 
MTG #6. 



BEST COPY AVAILABLE 



WORK ON PROGRAMS. 



WORK ON PROGRAMS. 

p. 2.35 #2 AND y. 2.37 

#7 DUE TODAY. ASSIGN 

p. 3.39 #1 AND p. 3.40 

#2 — DUE BY END OF MTG #9. 



WORK ON PROGRAMS. 

ASSIGN p. 4.27 #1 AND 
p. 5.36 #1 — DUE BT END 
OF MTG #12. 

p. 3.39 #1 & p. 3.4P #1 



FORMATTED OUTPUT. 



DUE TODAY. 



10 NO LECTURE— TEST OViH CHAPTERS 3, 4 & 5 

* 

11 ARRAYS 6 & 7 
FOR-NEXT LOOPS 

INTERACTIVE PROGRAMMING 6 & 7 



• 



* 

13 LINiAR SEARCH 6 & 7 

INT JUNCTION 
ROUNDING OFF NUMBERS 



* 

14 REVIEW OF CHAPTERS 6 & 7. 

* — CHAPTER 7.1-7.19 



15 NO LECTURE— TEST OVER CHAPTERS 6 & 7 

_6 SELECTION EXCHANGE SORT 

BINARY SEARCH 
BUBBLE SORT (OPTIONAL ) 



MORE ON MTG #16 CONTENTS 7 
TABLES 7 
MORE ON TABLES 7 



SUBROUTINES 8 
SUBPROGRAMS 
MENUS 

MORE ON MTG #20 CONTENTS 6 

^ STRING PROCESSING 9 

1.3 MORE ON STRING PROCESSING 9 

14 NO LECTURE — TEST OVER CHAPTERS 7, 8 & 9 

25 LOADING AND READING 10 

SEQUENTIAL DATA FILES 

25 UPDATING SEQUENTIAL £AfA FILES J 

BEST COPY AVAILABLE 
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WORK ON PROGRAMS. 
WORK ON PROGRAMS . 



p. 4.27 #1 AND p. 5.36 
#1 DUE TODAY. 

ASSIGN p. 7.40 #2 — DUE 
BY END OF MTG #15. MOD- 
IFY PRICES TO $14.69, 
ETC , AND INCLUDE 5% 
SALES TAX IN AMOUNT. . 

WORK CN PROGRAM. 



p. 7.40. #2 DUE TODAY. 

ASSIGN p. 7,41 #3— 
DUE BY END OF MTG #19. 
DATA MUST BE UNSORTED 
WHEN ENTERED, THEN SORT- 
ED BY STATE? THEN BINAPY 
SEARCH MUST BE USEE. 

WORK ON PROGRAM. 

WORK ON PROGRAM. 

p. 7.41 #3 DUE TODAY . 
ASSIGN INVENTORY PRO- • 
GRAM USING TABLE WITH 
ROWS REPRESENTING PRO- 
DUCTS SOLD, COLUMNS, 
DAYS OF THE WEEK, AND 
TABLE ENTRIES, QTY SOLD. 
DUE BY END OF MTG #22. 

WORK ON PROGRAM. 



ASSIGN p. 8.58 #1 — DUE 
BY END OF MTG #25. 

INVENTORY PROGRAM DUE 
TOEAY. 

ASSIGN p. 9.59 #2— DUE 
BY END. OF MTG #27. 

WORK ON PROGRAMS. 

p. 8.58 #1 DUE TODAY. 



ASSIGN p. 10.14 #1— E'UL 
BY END OF MTG #30. IN- 
CLINE THE OPTION 0? UP- 
DATING THE QTY RECEIVED 



2.1 



LOADING AND READING RELATIVE DATA 
FILES 



26 £ UPDATING RELATIVE DATA TILES 

29 REVI2W OF DATA FILES 

ZZ NO LECTURE — TEST OVER CHAPTER 10 



10 

10 
10 



/ 



OR SOLI * 

p. 9.59 #2 DUE TODAY. 

WORK ON PROGRAM. 
V/OR" 7 ON PROGRAM, 
p. 10.14 #1 DUE TODAY 



a- 
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/-HMCS FORT WAYNE COMMUNITY SCHOOLS 

V-lw^^^JfcJ EDUCATION CENTER • 1200 SOUTH BARR STREET • FORT WAYNE, IN Ot AN A 44102 



CONTINUING EDUCATION 
PHONE 21«/429-7f9S 



WORD PROCESSING FOR ADULT EDUCATION 



OPERATING WORD PROCESSIC EQUIPMENT 

1, BE FAMILIAR WITH THE PRINCIPAL FEATURES OF -KEYBOARD 
" DESIGN AMP LAYOUT FOR WORD PROCESSING EQUIPMENT. 



2. BE FAMILIAR WITH THE SPECIFIC FUNCTIONS AID COMMANDS 
USED FOR TME INPUTTING AND CORRECTING OF TEXT ON WORD 
PROCESSING SYSTEMS • 

3. 3E FAMILIAR WITH THE SPECIFIC FUNCTIONS AND COMMANDS 
USED FOR EDITING AND REVISION OF TEXT THAT HAS 
PREVIOUSLY BEEN ENTERED INTO A WORD PROCESSING SYSTEM. 

1. BE FAMILIAR WITH THE SPECIFIC FUNCTIONS AND COMMANDS 
USED FOR UPDATING AND MANAGING TEXT FILES MAINTAINED 

PROCESSING SYSTEM. 

3. 3E FAMILIAR WITH THE SPECIFIC FUNCTIONS AND CQMILANDS 
USED FDR THE PRINTING OF DOCUMENTS BY A WORD PROCESSING 



1. SHOULD HAVE A T ..' ORE INC KNOWLEDGE OF THE FUNCTIONS APPLIED 
FDR INPUTTING AND CORRECTING INF0RIL\TI0N ENTRIES TO Jfci 
WORD PROCESSING SYSTEM TO WHICH YOU" ARE ASSIGNED. 




2. BE ABLE TO APPLY THE FUNCTIONS NECESSARY TO INPUT AND •«>^ 
CORRECT TEXT • ENTRIES TO WHICH YOU ARE ASSIGNED. 



BSVISINS AND EDITING FUNCTIONS 



1. BE ABLE TO FOLLOW OR USE THE STANDARD EDITING MARKS USED 
ON TYPEWRITTEN OR HANDWRITTEN L'OCUMENTS. 

2. BE ABLE TO APPLY THE FUNCTIONS NECESSARY JO REVISE AND 
EDIT TEXT ON THE WORD PROCESSING SYSTEM TO WHICH YOU ARE 
ASSIGNED 

3. GAIN PRACTICAL EXPERIENCE BY COMPLETING A NUMBER OF 
ASSIGNMENTS THAT INVOLVE INPUTTING, REVISING, AND 
EDITING TEXT* ' 



n 2 BEST COPY AVAILABLE 



WORD PROCESSING OUTLINE 



introduction to the computed 

a. processing data on a coiiputer system 

3. the processor unit 

c. input to the computer system 

d. output from the computer 



ii. introduction to the vax 
a. lor-ging 3:1 

3, LOGGING OFF 

■:n. computers in 3-::e?,al 

A. i tRROCONPU'rERS 

i . iinicomput-rs 

J. "AI NFS AM 2 COMPUTERS 

IV. INFORMATION PROCESSING 
A. ".'ORO PROCESSING 

t. t:: v jg:»t processing (coMNUNXCATiO'. 

C. D.ViW PROCESSING 

d. . reprographics 

iv. mono processing concepts- 

a. mestory of word processing 
.1. definition 

~t. methods of word processing 
'j . features and types of text editors 
.. '.jro processing voca3ulary 
z . "ord processing cycle 

1. INPUT 
a. LONGKANO 
j. "JMORTMAI'O 

0 1 C T A T I !) .' ! 

2. OUTPUT 

3. Nv/ISION 

4. oisTr.uuTion 

5. STORAGE 
0. '..'ORD PROCESSING 

1. PEOPLE 

2. PROCEDURES 

3. EQUIPMENT 

E. MEDIA HANDLING AMD STORAGE 

1. MAGNETIC MEDIA 

a. MAGNETIC TAPE 

b. MAGNETIC CARD 

c. FLOPPY DISKS 

d. HARD DISKS 

2. ELECTRONIC MEMORY 

3. SOFTWARE 

F. LOGGING AND MEASUREMENT PROCEDURES 

BEST COPY AVAILABLE 
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1. LINE COUNT OR BLOCK COUNT 

2. LOGGING SHEETS 

G. PROCEDURE MANUAL 

H. CAREERS 

HANDS ON EXPERIENCE 

A. BASIC FUNCTIONS 

1. INSERT AMD DELETE SPACES 
, 2. INSERT AND DELETE: 

a. CHARACTERS 

b. './ORDS 

c. LINES 

d. SENTENCES ■ , 
a. PARAGRAPHS 

f. PAGES 

3. FORMATTING 

4. CENTERING 

5. CUT AND PASTE 
5. UNDERLINING 

7. UPPERCASE & LOWERCASE 

3. SEARCH AMD REPLACE 

9. ABBREVIATION LIBRARY 

10. PARAGRAPH LI3RARY 

11. PRINT MENU 

3. r.,'0 OR MORE PAGES OF A DOCUMENT 

1 . PAGINATION 

2. HEADERS 

3. FOOTERS 

4. UNDERLINES 

5. FOOTNOTES 
C. LIST PROCESSING 

1. LIST DOCUMENT 

2. FORM DOCUMENT 

3. SPECIFICATION DOCUMENT 



BEST COPY AVAILABLE 
34 



REFERENCE BOOKS 
FOR WORD PROCESSING ONE 



1. Brown Notebook: Grammar Section (in the back) 

?. Century 2\ Typewriting 

3. Reference Manual for Office Personnel 

4. CTOS Word Processing Quick Reference Guide 

5. 20,000 Words .• , 



v 
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WORD PROCESSING 
FOR ADULT EDUCATION 



AN INTRODUCTION W"RP PBfl'.-E-SS.TiNfi 

A. STUDENTS LEARN ABOUT THE GROWTH AND DEMANDS AND THE 
TEMRINOLOGY OF WORD PROCESSING ^nnuo *«u in* . 

B. THEY LEARN THE. DIFFERENCES BETWEEN SYSTEMS AND THE FUNCTIONS 
. OF WORD PROCESSING -EQUIPMENT r unl 1 10N5> 

II. OPE RATING WORD -PROCESSING EQUIPMENT . 

*. BE FAMILIAR WITH THE PRINCIPAL FEATURES OF KEYBOARD DESIGN 
AND LAYOUT FOR WORD PROCESSING EQUIPMENT ^ iauAKU uti > IGN 

Br tL^Im^^ 11 " THE SPECIFIC FUNCTIONS AND COMMANDS USED FOR 
-I5LJuc PUTTING AND C0Rft ECTING OF TEXT O.N WORD> ROCESSING 
SYSTEMS 



0 



III. 



< ?nr^J LIAR WITH THE SPECIFIC FUNCTIONS" AND COMMANDS USED FOR 
EDITING AND REVISOION OF TEXT ,THAT HAS PREVIOUSLY BEEN 
ENTERED INTO A WORD PROCESSING SYSTEM *"iuu&lx 

d ' SL5'i?S IAa ~ WITIi THE - SPEGIFIC FUlftTIONS.AND-icomtftNDS USED FOR 

prS?ng AN sys^ ' EXT FIL " S maintained WITHIN a word 

>' ?ur F ^Ju^L WI I H THE SPECIFIC FUNCITONS AND COMMANDS USED FOR 
THE PRINTING OF DOCUMENTS BY. A WORD PROCESSING SYSTEM 

INPUTTING IN FORMATION AND CORRECTIMfi INFORMATION ' 

A ' oI U ?. ENTS WILL LEARN THE PROCEDURES, METHODS, AND FUNCTIONS 
?ZJS IS W0RD PROCESSING SYSTEM IN ORDER TO BE ABLE TO 
UJiDERSTAND AND OPERATE ANY EQUIPMENT 

IV." USING WORD PROCESSING nifrcTTn^ 

A * JESHtS HAVE A W0RKING KNOWLEDGE OF THE FUNCTIONS APPLIED FOR 

INPUTTING AND CORRECTING INFORMATION ENTRIES TO ANY WORD 
. PROCESSING SYSTEM TO WHICH YOU ARE ASSIGNED. 

B * S?IT B KiB« P ?n Y uJ?ru F ^!i 1I0NS PESSARY TO INPUT AND CORRECT 
TEXT ENTRIES TO WHICH YOU ARE ASSIGNED 

V » REVISING Af lD EDITING- DOCUMENTS 

A. WHIL5 THE STUDENT IS BUILDING AND IMPROVING ONE'S ABILITY TO 

J5?2J OTSlSJi 0 "' ™ E STUDENT WILL BE PROVIDED PRACTICE IN 
USING THE FUNCTION FOR REVISING AND EDITING INFORMATION 

BEST COPY AVAILABLE 
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REVISING AMD SPUING FUNCTIONS 

A B. BE ABLE TO FOLLOW OR USE THE STANDARD* EDITING MARKS USED ON 
TYPEWRITTEN OR HANDWRITTEN DOCUMENTS 

» , ' - 

C. BE ABLE TO APPLY THE FUNCTIONS NECESSARY TO REVISE (AND EDIT 
TEXT ON THE WORD PROCESSING SYSTEM TO WHICH YOU ARE ASSIGNED 

D. GAIN ' PRACTICAL EXPERIENCE" BY COMPLETING A NUMBER* OF ' 
ASSIGNMENTS THAT INVOLVE INPUTTING, REVISING, AND EDITING TEXT 

VI. W^^PRQ CESSING; REPORTS, .manuscripts, qjHF.R 

* A. STUDENTS LEARN ABOUT AND PREPARE • REPORTS , MANUSCRIPTS, 
PROPOSALS, MANUALS, SPECIFICATIONS, FINANCIAL STATEMENTS, AND 
LEGAL DOCUMENTS 



JKG/CC, 
RVSOFF45 
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WORD PROCESSING OUTLINE 



INTRODUCTION TO THE COMPUTER 

A ft PROCESSING DATA ON A COMPUTER SYSTEM 

B. THE PROCESSOR UNIT 

C. INPUT TO THE COMPUTER SYSTEM 

D. OUTPUT FfjOM THE COMPUTER 

INTRODUCTION TO THE VAX 

A. LOGGING ON 

B. . LOGGING OFF 

COMPUTERS IN GENERAL 

A. MICROCOMPUTERS 

B. MINICOMPUTERS 

C. ' • MAINFRAME COMPUTERS 

INFORMATION PROCESSING 

A. WORD PROCESSING 

B. THOUGHT PROCESSING (COMMUNICATION) . 

C. DATA. PROCESSING 

D . REPROGRAPHIQS • . 

WORD PROCESSING -CONCEPTS 

* * 

A. HISTORY' OF WORD PROCESSING 

1. DEFINITION 

■2. METHODS OF WORD PROCESSING 
3. FEATURES AND TYPES OF TEXT EDITORS 

B. ' WORD PROCESSING VOCABULARY 

C. WORD PROCESSING CYCLE 

1. INPUT . ' 

a. LONGHAND 

b. SHORTHAND ' 

c. DICTATION 

2. OUTPUT 

3. REVISION < • 

4. DISTRIBUTION. 
5; STORAGE 

D. WORD PROCESSING, 

1. PEOPLE 

2. PROCEDURES 
, 3. EQUIPMENT 

E. MEDIA HANDLING AND STORAGE 

1. MAGNETIC MEDIA ' . 

a. MAGNETIC TAPE 

b. MAGNETIC CARD 

c. w , FLOPPY DXSKS 

d. - HARD DISKS 

2. ELECTRONIC MEMORY 

3. SOFTWARE 

F. LOGGING AND MEASUREMENT PROCEDURES 



so 



1. LINE COUNT OR BLOCK COUNT 
2.. LOGGING SHEETS 

G. . PROCEDURE MANUAL 

H. : ' CAREERS - * .f , 

HANDS ON EXPERIENCE 



A. BASIC FUNCTIONS 

1. INSERT AND DELETE SPACES 

2. INSERT AND DELETE: 

a. CHARACTERS 

b. WORDS 

c. LINES 

. .d. SENTENCES 

e. PARAGRAPHS 

f. PAGES ' 

3. -formatting 

4. centering 

5. cut and paste 

,6. underlining \ 

7. uppercase & lowercase 

8. search v ard~-replace , 
9.. abbreviation\library 

vo. paragraph' librarx 
11. prin.t menu 



4 
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B. TWO OR MOlfE PAGES- OF A DOCUMENT ■> 

1. PAGINATION 

2. HEADERS 

3. FOOTERS ' ■ 

4. UNDERLINES 

5. FOOTNOTES 

C. LIST PROCESSING 

1. LIST DOCUMENT— DATA ENTRY 

2. FORM DOCUMENT— WORD PROCESSING AND SOMfe PROGRAMMING 

. '3. SPECIFICATION DOCUMENT— PROGRAMMING (IF THER STATEMENT) 

■ -J ' , ' 



t 
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, LESSON ONE ' 
WORD PROCESSING I 



6:00-6:15 ' ASSIGN USERNAME 4 , 

6:15-6:30 CHANGE PASSWORD 

••' SET (SPACE) TASSWORD<RET> 

OLD PASSWORD: (KEY IK OLD PASSWORD)<RET> 
N&W PASSWORD: (KEY IN NEW PASSWORD )<RET> 
VERIFY: (KEY IN NEW PASSWORD)<RET> . 



6:30-7:50-/ LECTURE ON WORD AND DATA PROCESSING 

- . (OUTLINE INCLUDED) 

7:50-8:00 BREAK , . 

8:00-8:50 * INSTRUCTION ON CTOS PREPARED DOCUMENT 



t * 
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. • ' WORD PROCESSING . 

■ V . 

I. WORD PROCESSING • 

A. 3 ELEMENTS OF WP— OVERHEAD #1 * 

1. P£P_£L£— ONE-ON-ONE; NOW SEVERAL ORIGINATORS WORKING 
. . WITH 1 ADMINISTRATIVE SPECIALIST AND 1 

CORRESPONDENCE SPECIALIST. • . , 

"2. 'PROCED0RES— GENERAL TELEPHONE MANUAL 

.. • a. A DEFINITION AND DISCUSSION"* OF 'TOTAL 
CONCEPT OF ".WORD PROCESSING . • 
-. • b. A DETAILED DESCRIPTION OF THE COMPANY'S 

WORD PROCESSING SYSTEM 

c. DERAILED INSTRUCTIONS ON HOW TO SUBMIT' 
' . WORK TO THE WORD PROCESSING DEPARTMENT 

d. FORMATS TO b£ FOLLOWED FOR VARIOUS TYPES 
' . OF WORK HANDLED BY THE ORGANIZATION 

e. CAPABILITIES AND LIMITATIONS OF 
** AUTOMATIC TYPEWRITERS, ' 

N • * f . * DETAILED INSTRUCTIONS ON HOW TO DICTATE 
*•• * ^NTO MACHINE DICTATION EQUIPMENT 

3. 'EQUIPMENT — AUTOMATED EQUIPMENT (TEXT-EDITING 

TYPEWRITER^, HIGH-SPEED. PRINTERS AND 
• • * MANY OTHER AUTOMATED EQUIPMENT 

B. WP DEVELOPED AS METHOD / 

1 . TO CUT COSTS ' * 

2. TO IMPROVE EFFICIENCY % • - * 

II. THE WORD PROCESSING CYCLE " * 

"A. .5 STAGES OF WP CYCLES — OVERHEAD 32 ' ' ••' . " 1, 

1. ORIGINATION — EXPRESSION BY WRITING r DICTATING . TO 
SECRETARIES. OR DICTATING TO MACHINE,- 

2. PRODUCTION — RECORDING THEN ON' PAPER «. $ 

3. REPRODUCTION — MAKING COPIES 

4. FILINJi— SYSTEMATIC WAY OF STORING IDEAS 

5. DISTRIBUTION — TRANSMITTING THE IDEA 

«, B. UTILIZATION OF A WP STRUjCTUBE 

, 1. SHOULD IMPROVE THE FLOW OF WORK TO PROCESS AN IDEA . 

from r*s Conception to its final form - > 

2. SHOULD UTILIZE PERSONNEL MORE EFFICIENTLY 

• • ■ ■» • 

3. SHOULD REDUCE THE COST OF PROCESSING INFORMATION 

•» , / • 
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III. ORIGINATION (1ST STAGE) —OVERHEAD #3 WP CYCLE 

< *' • ' . ■ 

A. 3- METHODS. USED TO COMMUNICATE IDEAS (USE OVERHEAD) 

1. LONGHAND 

2. \ SHORTHAND 

, 3. MACHINE DICTATION- ' , - . ' t~ 

B. ; .DICTATION EQUIPMENT MAGNETIC MEDJA* * ♦ ' 

^ 1. MEDIA—MATERIAL ON WHICH'A RECORDING > IS MADE 'WHEN A 4 ' 

■' * DICTATION. IS USED , " 

EXAMPLES: ' STANDARD CASSETTES 

MINICASSETTES " > 

* ' MAGNETIC DISCS . 

' ' - MAGNETIC BELTS 

C. MACHINE DICTATION EQUIPMENT— THE SUCCESS OF MACHINE RELIES 

UPON ORIGINATOR BEING TRAINED IN CORRECT 
' PROCEDURES 

1 . CENTRAL DICTATION UNITS 

• • a. LOCATED IN WP PROCESSONG CENTER 

r J b. ACCESSEJD THROUGH DIAL OR TOUCH TONE TELEPHONE „ 

• 1 

2. . DESK TOP UfllTS 

a. UNITS CONTAIN. OWN RECORDERS LOCATED ON* 
ORIGINATOR'S DESK 

b. COMBINATION DICTATION/TRANSCRIPTION 
-C MUST DELIVER MEDIA TO TRANSCRIPTION* 

' *3. PORTABLE UNITS . * 

a. DICTATION AWAY FROM THE OFFICE * 
' - ♦ M>. TRANSCRIBING OF DICTATION IN' THE OFFICE 



IV. PRODUCTION (OVERHEAD #4) 
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A. MEASUREMENT AND CONTROL/ • 

1. PRODUCE TYPEWRITTEN MATERIAL MORE RAPIDLY AND. AT A 
LOWER COST ', , / 

.2. -COMPANIES ARE INTERESTED IN HOW WORD PROCESSING 

EQUIPMENT EFFECTS TYPING TIME, PRODUCTION, QUALITY, 

AND TURNAROUND TIME 

a. WORK STANDARDS— LINE COUNT 

tf. TURNAROUND TIME— THE TIME IT TAKES ONCE A 

DOCUMENT -ENTE-RS WP CENTER UN^IL IT IS COMPLETED 
c. AIDS IN REDUCTION OF TIME 
' (1) CARBONLESS FORMS— FORMS ON NCR PAPER 

ELIMINATED THE NEED OF HANDLING CARBON 
PAPER 
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(2) UNIT/ SETS—SP'P-APART. FORKS WHICH COULD 
CONTA/N SEVERAL COPIES IN. DIFFERENT 
COLORS- 

(3) CONTINUOUS FORMS— ASSEM-BLED IN A* 
CONTINUOUS ROLL FOR AUTOMATIC FEEDING 
INTO TYPEWRITER OR PRINTER WHICH MAY. BE 
TORN APART 'TO ELIMINATE HANDLING COPIES 
OF REPETITIVE ^FORMS 



» v 



• ) 



V. AUTOMATED TEXT-EDITING TYPEWRITER CAN TYPE REPETITIVE DOCUMENTS, 
MAKE REVISIONS, TYPE FASTER, -EASIER, AND MORE ACCURATELY. 

y A.^ RECORDING DEVICE— OVERHEAD 05 ^ / - 
1 . -HApNETIC CARDS 
• "2. FLOPPY DIS£S 

" 3. TAPE CARTRIDGES \ 

4. ; CASSETTES * 

b( PRINTING .DEVICES— DAISY WHEEL 

« 

* 

VI. OPTICAL CHARACTER RECOGNITION (OCR) 
• * . " 

A. THE FOLLOWING ILLUSTRATES HOW AN OCR MACHINE IS USED IN WP 

1. THE ORIGINATOR WRITES HIS IDEA IN LONGHAND, DICTATES 
TO A^STENOGRAPHER, OR. DICTATES TO A MACHINE 

2. THE -TYPIST PREPARES A DRAFT ON A TYPEWRITER WITH AN 
OCR ELEMENT OR PRINT WHEEL 

3/ CORRECTIONS .CAN, p MADE IN LONGHAND ON THE DRAFT 
'4. OCR SCANS THE TYPEWRITTEN MATERIAL AND STORES IT IN 
,~ THE SYSTEM " 

5. • THE TYPIST MAKES THE HANDWRITTEN REVISIONS ON A 

TEXT-EDITING TYPEWRITER 

6. REVISED AND EDITED COPY IS PRINTED 

v 

j " B. OCR EQUIPMENT REDUCES TURNAROUND TIME \ 

♦ \ . 

VII. OUTPUT EQUJPMENT— //7 . * 

A. STAND-ALONE TEXT-EDITING WP EQUIPMENT \ ' 

1. RECORDS TYPIST'S KEYSTROKES ON MAGNETIC MEDIA 
/ C5R CORE MEMORY SYSTEM WHICH MEANS ONLY CHANGES 
m ERRORS .WILL NEED T# BE TYPED AFTER DOCUMENT 
' /HAS BEEN PROOFREAD AND REVISED. . DOCUMENT .'CAN 
/ NOW BE PRINTED. 

/ 

2* MAYBE NON-DISPLAY, LINE DISPLAY, OR DISPLAY 
UNIT I 



B. COMPUTED WP PRODyCTION EQUIPMENT 
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THREE CATEGORIES OF COMPUTER WP EQUIPMENT 
a. MINICOMPUTER SYSTEMS ~- ' 

b-. SHARED LOGIC SYSTEMS 
c. TIME-SHARING SYSTEMS , 

MINICOMPUTER SYSTEMS — OPERATES WITH 
LARGE-SCALE COMPUTER " ABLE' TO SEND* INFORMATION . 
OVER TELEPHONE LINES. 

• 3. SHARES-LOGIC SYSTEMS- 

a. DUPLICATES WHAT MINICOMPUTER DOES, 
-b. SEVERAL TERMINALS SHARE MEMORY AND LOGIC 
. OF A SINGLE MINICOMPUTER AND CAN SUPPORT OTHER 
DIKES'. . ' . , 

♦ ■ . . » ' 

REPRODUCTION/REPROGRAPHICS (COMPUTERIZED 
PHOTOTYPESETTING) OVERHEAD #8 

A. CARBON PROCESS— 1-5 COPIES 

Bk- HIGH-SPEED COPIERS— PHOTOCOPYING 

C. DUPLICATORS 

T. IFLUID AND STENCIL— DISAPPEARING % 

2. OFFSET 
' 3.' PHOTOSETTING 



FI'LLNG/MICROGRAPHICS (4TH STAGE)' 

A. ?RADITIONAL FILES— VERTICAL FILING CABINETS 

B. AUTOMATED FILING SYSTEM— j- THIS SYSTEM CAN STORE 
- DOCUMENTS IN COMPUTER TffPE DISCS AND MAGNETIC 

TAPES. * > 

1, AUTOMATIC KEYBOARD ' ' 

2L CAN CREATE * 

.31 STORE . s\ 

4. RETRIEVE 

5. CHANGE 

6. COMMUNICATE 

. 7. DELETE 

8. ALL RECORDS 

C. MICROGRAPHICS— THE FILING SYSTEM OF TOMORROW - 
WHICH. IS REALLY TODAY— OVERHEAD #9. 

1." THE MOST COMMON MICROFORMS ARE: 

a. ROLL FILM* (USED FOR LOW-REFERENCED 
MATERIAL) 

b. APERTURE CARDS (USED FOR DOCUMENTS THAT 
NEED TO BE HANDLED INDIVIDUALLY) 




1C5 



c. MICROFILM JACKETS (HOLD SEVERAL 
MICROFILMS IN A JACKET WHICH MAKES IT EASY TO 
INSERT INDIVIDUAL FRAMES. OR TO ELIMINATE AND 
UPDATE FRAMES). , 
s d. 'MICROFICHE 9 (A -SHEET OF FILM .WHTCH MAY 
CONTAIN SEVERAL EXPOSURES;\ USED FOR MATERIALS 
WHICH MUST BE REFERENCED FREQUENTLY AND 
DISTRIBUTED WIDELY) . " 

2. THE EQUIPMENT USED IS QUITE. EXPENSIVE 



DISTRIBUTION/COMMUNICATION 95TH STAGE 

A. OLD METHODS USED < 

1. U. S.^ POSTAL SERVICE « 

2. INTEROFFICE* ■ •' * 

3. INTERCOMPANY 'J > ' 

B. NEW METHODS— SENDING TYEWRITTEN MESSAGES OVER 

, TELEPHONE LINES (OVERHEAD' #tO) ' 
1. FACSIMILE -- CAM COMMUNICATE ANY PRINTED MATTER 
\ a. TYPEWRITTEN 'DOCUMENTS, PHOTOGRAPHS., MAPS 
(THROUGH ELECTRONIC PULSES OVER NORMAL 
TELEPHONE LIJIES* ' 

b. TRANSMITTED AT THE RAE OF ONE PAGE E.VERY 
, TWO TO SIX MINUTES 

2*. TELETYPEWRITERS— TE^LEX AND TWX ' ' . ' 

a. RESEMBLE TYPEWRITERS BUT HAVE A TELEPHONE 
DIAL ATTACHED 
w b. TELEX CAN TRANSMIT TYPEWRITTEN MATERIAL 
AT THE RATE OF ABOUT 66 WORDS- PER MINUTE 

c. TWX— TRANSMIT AT> 100 WORDS PER MINUTE 

5. MAILGRAMS— TO SEND AN ELCTRONIC LETTER TO A 
RECIPENT WHO IS NOT ON THE TELEX/ TWX CIRCUIT 

a. , PROCESSED BY WESTERN UNION^ 

b. THIS DONE THROUGH THE USE OF COMPUTERS 
AND U. S. POSTAL SERVICE . •' ' 




COMMUNICATING WP EQUIPMENT— TIME-SHADING AND 
SHARED-tLOGIC COMPUTER PROCESSING SYSTEMS 
'a.. EXAMPLE: 'KEYBOARD DOCUMENT HERE AND THEJJ 
SEND IT ACROSS THE. LINES TO BE PRINTED. OUT AT 
ONE* OF THE LOCAL HIGH SCHOOL 
SATELLITE COMMUNICATIONS— BEAMS A MESSAGE 
FROM A cm ON. E*ARTH TO A SATELLITE 
APPOXIMATELYV 23,000 MILES IN SPACE WHICH 
>EAMS THE MESSAGE BACK TO 'ITS DESTINATION 
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WORD RJTOCESSING \ 

I. \lORD PROCESSING / . 

A. THREE ELEMENTS OF VIP 

i . 

' « 3. 

B. WP DEVELOPED BECAUSE 

• 1. 

2. . . 
II. THE WORD PROCESSING CYCLE 

A. FIVE STATES OF WP CYCLE 

1 . 

2. • 

3. . •> 
' 4. 

5. 

B. -UTILIZATION OF WP STRUCTURE 

1. 

,21 
3. 

« * 

III. ORIGINATION (1ST STAGE) 

A. 3 METHCjDS "USED TO COMMUNICATE IDEAS 
1. 5 

A 

» 2 • L 



3.. 

B. DICTATiqN EQUIPMENT MAGNETIC MEDIA (GIVE 3 EXAMPLES) 



1 . MEDIA— 

r 



BEST COPY AVAILABLE 

eric . ICS 



C. MACHINE DICTATION EQUIPMENT 

3. > 
IV. PRODUCTION . ' 

A. ' MEASUREMENT AND CONTROL 

2. COMPANIES ARE INTERESTED IN HOW WORD PROCESSING*' 

EQUIPMENT EFFECTS TYPING TIME, PRODUCTIVE, 
QiJALITY, AND TURNAROUND TIME. " - 

(A.) WORK STANDARDS, 

(B) TURNAROUND TIME * v 

VII. OUTPUT EQUIPMENT 

^ A. STAND-ALONE* 1 % ^ 

2. - . ^ 

B. COMPUTER WP PRODUCTION EQUIPMENT 

1 . THREE CATEGOREIES OF COMPUTEITWR^EQUIPMENT 

(A) 

(B) *■ 
(C) 

2. MINICOMPUTER SYSTEMS — 

3. SHARED LOGIC SYSTEMS 
'VIII. REPRODUCTION/REPROGRAPHICS 

A. CARBON PROCESS 

B. HIGH-SPEED COPIERS 

C. DUPLICATORS 



BEST COPY AVAILABLE 
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IX. FILING/MICROGRAPHICS 
A. TRADITIONAL 

B% AUTOMATED FILING SYSTEM 

, \: I 5. 

2. ' 6. 

3. ' 7. 

j 

C. MICROGRAPHICS— 

1 . THE MOST .COMMON MICROFORMS 
(A) 
(B) 
(C) 

X. DISTRIBUTION/COMMUNICATION 

A. FACSIMILE 

B. TELETYPEWRITERS 

* 

C. MAILGRAMS 

D. COMMUNICATING WP EQUIPMENT 

E. SATELLITE COMMUNICATION 

JKG/bpf 
RVSOFF45 



I 



I i o 



DATA PROCESSING 
OUTLINE 



f 



UNIT I: . THE COMPUTER / . 

I. DATA PROCESSOR 

II. TWO MAIN TYPES OF COMPUTERS 

A. DIGITAL 

B. ANALOG 

UNIT II: DATA FLOW 

I. HOW TO MANIPULATE DATA 

II. THREE MAJOR AREAS 
A'. 

•- r 

C. 

UNIT III: BASIC DATA STRUCTURES 
I. FILE 



/ 
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II. 



RECORD 



UNIT IV: 



III. FIELD ' 

MEDIA/DEVICES/EQUIPMENT 

I. DATA PROCESSING 

II. THREE MAJOR CHARACTERISTICS OF A SYSTEM 
A. 

B. 
C. 
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III. , .PROCESS STARTED AS FOLLOWS 

A. „ . . 

j B. / 
C. 

♦ 

IV. OTHER NOTES 1 - 



^UfJIT V: % STORAGE/ PRINTER DEVICES 

, ' I. MAGNETIC DISK STORAGE 

. ' II. * "CHARACTERISTICS OF DISK 

UNXT'VI: COMPUTER ARITHMETIC 

I. TWO^sfATES OR CONDITIONS 

A. . 
B. 

Itf. PULSES • 



JKG/lm 
RVSOFF45 
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The first screen of the Main Menu is displayed 
ther screens can be viewed*' ^ 



By depressing RETURN, 



by a RETURN . 
name. Let°s 



The 
ca,ll 



o CREATE a new document, depress C followed 
on the next screen asks for you to give it a 
Letter 1 and press RETURN • ■ 

You are at the TOP OF THE DOCUMENT. Now you 
assiged a number to this document, and any 
this document back by either the name or the 

want to set margins and tabs.> To do this, depress Gold RULER 
are now in the ruler-setting mjde. 



prompt 
this 



see that the system has 
time later you can call 
number . Now you will 

and you 



RULER SETTINGS 



u 


Left 


margin , 


single 


spacing 




Right-aligned tab stop 


A 


Left 


margin , 


1/2 line spacing 


• 


Decimal-aligned tab stop 


B 


Left 


•margin , 


s ingle 


spacing 




Center point * 


G 


Left 


margin , 


I i/2 


line spacing 


R 


Right margin , ragged > 


D 


Left 


ma rgin , 


2 line 


spacing 




Right margin, semi-justtfled 


E 


Left 


margin , 


2 1/2 


line spacing 


J 


Right ^margin, fully justified 


F 


Left 


margin , 


3 line 


spacing 




Remove ruler setting 


W 


Word 


wrap margin 






Restore original set ting 


T 


Tab 


stop 






•9 


Recall stored' ruler 








Shif U.0- 


•9 


Store ruler definition 



SETTING /CHANGING A RULER 



To move quickly through the ruler, the TAB key responds in increments 
of 10 spaces in either the BACKUP or ADVANCE mode. The tabs must be 
removed individually by the user when changing their settings. After 
placing .the cursor at the tab to be removed , .depress .the Hyphen key. 

As you set a new left or^right margin, the old one will disappear 
automatically. It is no t, neces'sary to use the Hyphen key to remove 
left and right margins. 



let's 



set our left margin "L" at "0" and our right 
70 M . Because we will use this ruSler setting most 
store this ruler in our system. Up to 10 rulers can be 
uselke To store a ruler, press "Shift" along with a 
make this ruler the system ruler, which is "0". ' All 



For Letter I, 
margin "S" at 
often, we will 
stored by each 
number. Let's 

other frequently used rulers can be stored by assigning remaining 
numbers 1 through 9. Any number of rulers may be used within a „ 
document . 



S 
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Retrieving. * Ruler 



To retrieve stored rulers either of the following two-aexhods can be* 
used: 

' ' \ ' *' ' ' ' 

Go\g.d 3 Ruler Displays Ruler t for use in the docuaent and text 

following Inserted ruler will confora to new rul 
Gold Ruler 3 - Displays Rulsr 3 in ruler-setting aode 

Th* systea wordwraps to the left aa*gln. If .there Is e "W In, 
ruler aa well as a left aargin, the "W" takes precedence. Aft on 
RETURN it wordwraps to the left aargin. 

L * T " —J 

I. ^ Now is the tlao for all good ae<n to coae to the aid of their 
'party. Now is the tine for all good men to coae to the aid of 
* their party. (Press RETURN) 
2., Now is the tlao for all good aen to coae to the aid of their 
party. 

» 

The following settings will allow for indented paragraphs hy 
wordwrapping to the H W. 




1 



Now is the tlae for all good^ ado to coae to the aid of their 

party. Now Is the tlae for all good faen to coae to the aid of their 
perty. (Press RETURN) 

Now is the tlae for all good aen to coae to the aid of their 



party. 



BEST COPY AVAILABLE 



erjc 



Hi 




er|c 



■ / 



LOGGING IN 



INSTRUCTIONS ON CTOS 



USERNAME: (TYPE IN YOUR USEffNAHE)<RET> 
PA&WORD: (TYPE IN* YOUR PASSWORD )XR$T> 

WELCOME TO VAX/VMS VERSION V3.1 

HELLO 
HELLO 

$(TYPE IN CTOSXRET> 
II. MENU DRIVEN 



THE FIRST SCREEN OF THE MAIN MENU IS* DISPLAYED. BY DEPRESSING RETURN, 
OTHER SCREENS CAN BE VIEWED. (THERE- ARE THREE SCREENS) ^ 



III. %ftSiC OPERATIONS: CREATING .DOCUMENTS 



A, TO CREATE A NEW DOCUMENT. DEPRESS C FOLLOWED BY A RETURN. THE 

PROMPT ON THE NEXT SCREEN .ASKS FOR YOU TO GIVE DOCUMENT A NAME AKE.' 
THEN <RET>. . 

- ■ " • . . > „ 

1 . NAMING DOCUMNENT 

Naming Documents * 
• Hmm tH» d oc u mu t — y cm crfta It. Choontwrni that to 50 



• Start Ihft nvM with s itHtf . OHwr chaotic tori cm i 

thsl. Yon ray begin ft Mm wNti ft numtoftf ■§ long M H is foRowfttf by 



atsttsrtskt 



or at 



>andal»tlsf1s|. 



• Mm Ins mm unique — difforont tram tha nanw' ol my otnar docu* 
muni on Hit tiama diskalta. 

• Oo not un tht umt first words to nam* dwiarsnt documents. 
Typing Documont Namos 

• Uao aNhar uppsrc 

• Youoanuaa 

• DonotuasanglabracMts. 
Using Documont Namos 

Whan aatactlnQ a document tor o particular function, you nay usa tna 
aoaHnant numbar or Via unkua doeumant nama 

4 

inft lyiiwn wft rftfto Orwy ww isTaH in cfwncivri in ftoocunwn nswrvw 

• vou tvDft tn ft itrina nfl chsvictftri, M won havft dociaYWftnlft it* Una 
j b#bo vjsnf a? as avasaif|p s,pi la^iawiwio/* so ysv v^sw osrsa^^avivsisossjp ssoajp swsaj 

wMi tfvg Mmft cfaftftttftre, yoM mutt typ# out Ui§ ©omplttft mm In 
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B. TOP OF DOCUMENT— NOW YOU SEE THAT* THE SYSTEM HAS ASSIGNED A NUMBER 
TO THIS DOCUMENT, AND ANY TIME LATER YOU CAN CALL THIS 'DOCUMENT 
BACK BY EITHER THE MUL.OR THE NUMBER. , 

C. ' RULER SETTINGS* MODE * * ' • 

1. RULERS— CTOS HAS BOTH REGULAR AND WIDE RULERS. REGULAR 
RULERS CONTAIN UP TO 79 CHARACTER* POSITIONS; WIDE RUBERS 

.* CONTAIN UP TO 127 CHARACTER POSITIONS. 

2. MOVE CURSOR WITHIN RULER . 

^ a. ADVANCE: KEY MOVES CURSOR ONE CHARACTER POSITION i'O 

RIGHT ' « / 

b. . BACKUP: KJEY -MOVES CURSOR ONE CHARACTER, POSITION TO 
y v. , LEFT — 

c. " WORD: KEY* MOVES CURSOR "TO THE NEXT SETTING, 
>' ' DEPENDING IF ADVANCE OR BACKUP IS USED* 

d. LINE: JS-EY^MOVES CURSOR. TO BEGINNING OR END OF • 

RULER, DEPENDING* ON WHETHER [ADVANCE OR 

v . ' BACKUP IS USED, 

V e. TAB: KEY MOVES CURSOR EVERY 10 SPACES, 

DEPENDING ON WHETHER ADVANCE OR BACKUP IS 
. . . USED. \ 

3. SETTING A RULER 

a. GOLD RULER TO DISPLAY THECURRENT RULER 

b. LETTER #1 

(1) SET LEFT MARGIN AT "0" 

(2) RIGHT. MARGIN AT ^70" J 

(3) STORE THIS RULER 
PRESS SHIFT 0 

(4) PRESS <RET^ 

c. TO REMOVE A SETTING— MOVE CURSOR TO THE GETTING 'AND 
PRESS THE (HYPHEN KEY) 

d. RIGHT MARGIN SETTINGS 

(1) RsRAGGED RIGHT MARGIN 

(2) J = RlG$tt JUSTIFIED TEXT*" 

(3) S=SEMI JUSTIFIED 




D. RESUME CREATING A DOCUMENT 

1. PRESS RETURN TO EMBED THE^NLEW RULER IN THE DOCUMENT 

2. LIMITS: 20 SETTINGS MAXIMUM IN OR WIDE RULER (79 COLUMNS OR 
CHARACTER POSITIONS MAXIMUM) FOR PRINTING ON PAPER UP v TO 8 
1/2 INCHES. 

E. KEY IN: "TODAY IS A GREAJ DAY. "<RET> 

1. GOLD FILE (PF1 F) 

2. BACK AT. MAIN KENU 

3. SELECT I (INDEX)<RET> IS THIS DOCUMENT LISTED IN INDEX? 
THEN SELECT GOLD M— TO RETURN TO MAIN MENU 

EDITING A DOCUMENT 
A. TO EDIT OR GET INTO AN EXISTING DOCUMENT, USE THE E OPTION ON THE 
MAIN MENU 

1. E<RET> s 
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2. NAME DOCUMENT<RET> 

• I 

B. TOP OF DOCUMENT— GOLD FILE 
-1 . BACK AT -MAIN MENU 

2. SELECT D<RET> (DELETE THIS DdCUMENT)* 

3. NAME THE DOCUMENT TO BE. DELETED<RET> 
. 4. THEN TYPE YES<RET> 

C. MAIN MENU • ' * • 

1. SELECT KRET> (TO SEE IF DOCUMENT WAS DELETED) 

2. ' GOLD V MENU<RET>— TAKES YOU BACK TO MAIN MENU 

WO.RD.WRAPP ING . ' 

THE SYSTEM WORDWRAPS TO THE LEFT MARGIN. IF THERE IS* A "W" IN THE 
RULER AS WELL AS A LEFT MARGIN, THE »W" TAKES PRECEDENCE. AFTER A 
RETURN IT'WORDWRAPS TO THE LEFT MARGIN. . » v 

EXAMPLE: W L S (PARAGRAPHS) 

L W S \(ENUMERATED ITEMS) ' ' 

* 

COPYING OPERATIONS-*TO 'MAKE 'A JGOPY OF PART OF A DOCUMENT OR AN ENTIRE 
DOCUMENT WHILE CREATING OR EDITING ANOTHER DOCUMENT: * 

A. k C<RET> 

B. ONE<RET> » 

c. Position the cursor at the point in .the current document where you 

'WANT TO ADD TEXT- J 

D. PRESS GOLD GET DOCUMENT (PF1G) { ■ 

E. TYPE THE NUMBER OP THE DOCUMENT YOU WANT TO COPY AND PRESS RETURN 

L32O,0OO]1<RET> * r 
TRANSFER INITIATED: 
BASI-C OPERATIONS: • EDITING 'DOCUMENTS: 

a. Moving through a document vHJfc 

1. TO MOVE A FEW CHARACTER POSITIONS* 

PRESS ADVANCE OR ■ BACK UP UNTIL THE CURSOR IS WHERE YOU. 
WANT IT. \ 
* 2. TO MOYJe'a LONGER DISTANCE: 

PRESS ADVANCE OR BACKUP AND THEN PRESS ONE OR MORE 
DISTANCE KEYS FROM THE KEYPAD: 
WORD— 4 

SENTENCE— 7 
PAGE— PF2 
TAB POSITION— 8 
PARAGRAPH— 5 
LINE— 2 
3. . GOLD TOP— PF1T 
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4. GOLD BOTTOM— PhB 
LETTER 1*-MR. DONALD SIMPSON N ^ 

A. READ* THROUGH COMMANDS* FOR LETTER 1 , 

B. PULL IN LETTER 1 FROM [320,000}1 

C- READ PARAGRAPH BY, PARAGRAPH EXECUTING THE INSTRUCTIONS GIVEN IN THE 

LETTER 1 4 

D. 'STEPS FOR LETTER 1 J 

1. GOLD T (BECAUSE YOU ARE AT BOTtOM OF' LETTER WHEN IT IS COPIED 
INTO YOUR DOCUMENT) _ 

* * 

2. EDIT KEYPAD — #2-LINE * 
DEPRESS THE #2 KEY (12 TIMES) 

(CURSOR IS FLASHING ON THE "O" IN OUR.— THE FIRST PARAGRAPH) 

3. DEPRESS THE PARAGRAPH KEY 05 

(CURSOR FLASHING' ON "T" — THE SECOND PARARGRAPH)* 
•READ PARAGRAPH 1 TO STUDENTS 

4. DEPRESS PARAGRAPH KEY #5 * 

(CURSOR FLASHING ON "0" IN ON— THE THIRD PARAGRAPH) ' • 

•REttJD PARAGRAPH 2 

N 

5. DEPRESS PARAGRAPH KEY #5 ' ' 
(CURSOR FLASHING ON "C" IN CTOS— THE FOURTH PARAGRAPH) x . 
•READ. PARAGRAPH 3 \ 

6. DEPRESS PARAGRAPH KEY #5 

(CURSOR FLASHING ON "0" IN ONE— THE FIFTH PARAGRAPH) 
•PLEAD PARAGRAPH H 

DELETE KEY— RUB CHARACTER & LINE (GOLD) 

LF— RUB WORD & SENTENCE (GOLD) 

DELETE ARROW DOWN 

7. DEPRESS PARAGRAPH KEY #5 

(CURSOR FLASHING ON "I" IN IF— THE SIXITH PARAGRAPH) 
•READ PARAGRAPH 5 

^ a* BA-CKUP T 4.INE, SENTENCE, ADVANCE 

1, 2, 7, 0 (CURSOR ON Y IN WYH) 
b. DEPRESS SWAP KEY— PF3 

8. DEPRESS PARAGRAPH KEY #5 THREE TIMES 

(CURSOR FLASHING ON "N" IN NOW-*THE EIGHTH PARAGRAPH) 
•READ PARAGRAPH 6 AND 7 

a. PLACE CURSOR BEHIND THE EXCLAMATION MARK: "TRY IT!" 

(PARAGRAPH 6) . , 

b. DEPRESS BACKUP (1), PARAGRAPH (5), PARAGRAPH (5), ADVANCE 
(0), LINE (2) 

c. / CURSOR NOW FLASHING ON "C» IN CORRECT— THE FIFTH PARAGRAPH 
Ar*^ STEPS IN DELETING CORRECT • ■ 

(1) DEPRESS DELETE (ARROW DOWN)— TAKE THE CHARACTER 
OUT— "C" • * 

(2) DEPRESS WORD— ON EDIT KEY PAD (#4) 

BEST COO! AVAILABLE 
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(3) 



(4) 

• (5) 



(DELETE THE REST OF THE WORD) 
NOW PRESS GOLD DELETE (ARROW DOWNF^ 
-LAST SECTION OF WORD RETRIEVED 
-THEN BACKUP, WORD (1,4) 
-TYPE C RIGHT OVER THE BO" 
AGAIN DO STEPS 1 AND 2 

THIS TIME, KEY IN THE WORD "CHANGE" THEN SPACE ONCE 
AFTER 



V 



'* <cE fusSiSg H o5 E -a» ^another--™ tenth PARAGRAPH) 

•READ PARAGRAPH 9 



10. DEPRESS PARAGRAPH KEY 2 TIMES 
•READ PARAGRAPH 10 & 11 

11. ^DEPRESS PARAGRAPH KEY 3 TIMES 

•READ THE REST OF THE BETTER 
GOLD FILE LETTER 
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RUB CHAR 



RUB WORD 



Gold 
RUB LIMB 



Gold 
RUB SENT 

^TOP DOCMT 

BOT DOCMT 

RETURN 



Gold 
PARA MARKER 

Gold RULER 



SWAP 



RED DELETs 



Gold 
RED DELETs 

Gold 
FILE. DOCMT 



COMMANDS USED IN "LETTER 1 



+ 



Rtaovti ths chttacttr laied lately bjfojrs ths cur tor froa 
ths docuaent. 

Removes the word laaedlstely before the cursor froa the 
docuaent. 

Removes the lino laaedlstely before, the cursor fro^tho 
docuaent. if the -cursor Is at the beginning of the 
line, the previous 11ns will be reaoved. 

Removes ths sentence laaedlstely bsfors ths cursor froa 
ths docuaent. 



Pos^tlofs ths cursor st ths beginning of ths^oc 
Positions ths cursor st ths end of ths document . 



ument • 



Bads ths current 11ns and starts s new oat. Additional 
RETURNS can bs ussd to enter blank liners. This Is ue%i 
for paragraphs that ars not Indented. 

Ends ths current line and starts a new ons. Merks ths 
snd of a paragraph for ths PARA ksy. 

Allows ths*currsnt rulsr ssttlng to bs changed. All 
text following ths rular will correspond to ths new 
setting* By advancing ths cursor • beyond 80, the 
characters will rsduca to display 132 coluana across. 

SNAP transpooss the charactsr at ths cursor with ths 
charactsr laasdlatsly aftsr the cursor. 

-v 

DELETs aods Is sst. Removes ths charactsr at ths cursor 
froa ths docuaent and continues In the advenes aods when 
ussd with othsr graaaatlcSl keys. 



#hsi 



Rsstores the last portion of tsxt Mslstsd with ths 
DELETs or RUB ksys or with any of ths graaaatlcal keys. 

Savss docuaent for future use after creating or editing. 



4 \ 
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Aogoot It, lift* 



If*. Doooi4 tloaao* 
Aittitttl Syotooo Llolto4 
345$ Malo ttrooft 
Loo Aagoloo, C4 9004S 

Bur lr* Blooaoot 

\ • - 

|V Oor Office Syotoo yrov!4oo ootooatlo oorftoraoalog oklck ooooo 
\ tkot aa yoo typa yoo will oot ko*o to ojio tka EITOll koy vkoo yoo 
•\eaoo' to tko oo4 of a Una. What a tlaoaavarl Daaraao lftfUftg 
tvlca to oo4 tkla faraaraok to laava o klaak llao. 

' - \ • \ ' ■ 

^L Too flooklog oftaara or llao that yoa aoo ia froat of oaf tyyo4 

loforootloo to oollo4 o caraor* Zt tolla yoa vkoro joa or# lo 

oooory oft-ooy glooo tloo* ■* Zo or4or to oovo tko eoroor kaek 

tkroogk' oooory to o «or4 lo a provlooo poratrapk yoo ooo!4 ooo 

tko talt Eoyya* oo tko rlgkft-koo4 a!4o of tko koykoor4. 

3 Oar tkio 141ft Kayo**, tko ADfAVCl oo4 BAClOr kayo "olloo yoo to 
. oooo fltmil or koekoor4 tkroogk o 4oooooot* Oooo lo oltkor 
oo4o 9 ftraoolog tko Uaa, oor4, oootooao»>to*, kaya olll oooo yo» 
oltkor foroor4 or kook«or4 ky o oor4,/iloo, oootooao, oto», 
— 4 pypp41ogr to ofcoft-gr oo ao tlaoi ootlty 




</ CTOOS a 1m ollooo yoo to oorroot oil tyylog orroro oo tko^ 

kof oro yoo ooo4 tko 4oo«oooft to a riot* Irroro eoa ko aorraoftad 
oo ftkoy oro fty»o4 ky orooolog tko 10ft kay, 4olotlog o okorootor, 
oor4, or oooftoooo ot o ft loo* 

S Ooo of tko Mtt eotMt tyyograoklaal orroro lo traaaaooltloo* To 
oorroot It oil yoo kaoo to 4o lo kaekay to tko flrat lottor lo 
tko troooyooltloo oo4 tkao yraao tko «WAf kay* Vhfy 4oo"t yoo 
try tkot rlgkft oovl utyh . 

' U if yao oloko4 to royloao tko oor4 "eorroet" lo tko oocoo4 llao af 
tko arorlooo aorogroak, kov oool4 yoo oooo /tko coroor to oollat 
tko forooft oamkor of cooo*a4a aa oooalklo? If yoo aolft •■ACEttf 
TULA fill AftfftlCB UN' or 'BACKOP PAftA Lift LIBB LZ8B Llftl*/ 
vool4 ko rlgkft I Try It I t 




»:• 
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Baa tkat yaa ara lhirt> Ui f t Batata tka war* "tarraat" aa* 
fi»Ue« It wick *«kaaBO* If atlllaUg ««t lt» BBLBfa kay at «W 
tap figkt alia af tka Mia kayfcoar4. TkU kay 4alataa farjaajrt 'aa 
n *• *»• M> ialata Uc>w tr4i. . Bapraaslas lift 

« BBLBfP takaa oat aaa ehir^cttr kit akaa failavat ay a graaaatlcal 
akaraetar, Balataa tkat aatity • Boa, kackap ky altkar notka4 «a 
4taefeaa4 aa* 4opro«s IBB BBlBTa VOID* first tka *%• alll aa 
4aiato^£aa4 taaa °arraat*« 

Baa tkat tka aatita war4 ia BalataB, prasa 0*14 IBB DBLBTa* Tka 
last saatlaa ta aa 4alsta4 aaa kaaa ratrlara4* Taa pars tat or* 

Yaaa kaaa last an4 alll kaaa ta aa Iasatta4 «gala. Oaa raaasa 
tkat tkla OBLBTa kay ia la IBB it ta 4tssta Its 4aagaraaa. 
capability* taaaakar, tkat ©aly tka last graaaatlcal <ouu4 • 
tkat aaa oBI,BTa4 will ka ratriaraB. Dapraas IBB BBLBTa VGBB> 
agala aa4 tyfca ia "eka»ga"« 

• Bota tkat tka vor4a "eorraev;* aa4 'ckaaga*- ara akoof tka aaaa 
^ alsa, kat aitk CT*OB it. is lata* taat to kaow tkat aay iaaartaB . 
aa4/or 4alata4\tast will coafora ta tka aaiatiag ralar. 

' * ' v - 

Aaatkar faat aay ta aaaa tkraagk a 4asaaaat la to aaa tka aaia 
kay aloag vitk "T" f ar Tat •< Baaaaoaf aa tka aaia ka/kasr4« 
P Tkla- alll pat yaa at tka top of a 4ocaaaat, aa aattar kaa> loag* « 
Ta aaa* % alakly ta tka Bottom of tka Bosaaoat»srooo 0*14 "B* aa 
tka aaia aaykaart* - 00 ~^ 

„ look at oil yoa kaaa l«arao4l Lot*o fiaiak tkls lattar aaa fftla 
11 la aaaa* * • 

aaaraly* 



Booiso Baal* 
By a taa Tralalag 

f# B* Ta praparly fila tkla 4ocaaaat ao tkat wo eaa aaa it. 
later, pcooo 60 14 "I" for filo 4oeaaaat aa tka aaia kayaaara* 
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^ LESSON TWO 

"x 

WORD PROCESSING I 



6:00-7:00 REVIEW LOGGING ON AND OFF 

HOW TO ACCESS CTOS? 
CREATING A DOCUMENT 
EDITING A DOCUMENT 

7:00-7:50 REVIEW NOTES AND INSTRUCTIONS \n CTOS (#111) 

7:50-8:00 BREAK 

8:00-8:50 KEY IN PARAGRAPH IN TYPING BOOK PAGE 3$ 22D 

RULER SETTINGS: 
W L >*S 
0 (5 SPACES IN) 5 

KEY IN BLACK PRINT FIRST 

GO BACK THROUGH 'AND CORRECT PARAGRAPHS WITH 
RED MARKS 

LEARN .PROOFREADER'S MARKS 

IF TIME PERMITS, PAGE 46, 28C SAME PROCEDURE 

*N£)TE : PLACE PARAGRAPH'S IN SPECIAL ACCOUNTS AND THEN PULL 

THEM IN 
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LESSON THREE 
WORD PROCESSING I 

I 



6:00-7:00 REVIEW LETTER 1 WHICH IS FOUND IN INSTRUCTION 

ON CTOS > 
C NAME 
GOLD GET 

PRINT OUT [ 320,000] 1<RET> 

7:00-7:50 DO PARAGRAPH PAGE 94, 59'C; KEY IN BLACK; THEN 

RED MARKS; PRINT OUT 

7:50-8:00 BREAK 

8:00-8:15 TEST: 

1. LIST LOG ON PROCEDURES TO GET INTO CTOS 

2. LIST LOG-OFF PROCEDURES FROM MAIN MENU IN 
— ' CTOS 1 

3. LIST THE THREE WAYS TO DELETE AND THE 
DIRECTION THEY DELETE. 

8:15-8:50 INTRODUCE LETTER 2 — 

C LETTER 2 > / 

GOLD)GET 
■x C320y,000]2<RET> 

* D0>IT ON YOUR OWN-REVIEW A MYTH I NG YOU NEED 
HE>P ON. \ 
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Ih'i L C C N PIC f v ,,U1 i- £ 'i.C C .• 'i i:. C 1 1 L s 



1 . 



tIS'i LCC-OFi PKOCFCuRLS IECM MAIN tflhU Ih CHS: 
1. 

LIST Thi Tn!.kT WUS TC Ti Ai«x> ihF Dliui/ilv* THE t.I-I 

t 

d . 

LIST THE STEPS TOR CREATING A^IGCUMM (ALL COMPLlTi S.TFPS) 
1. . . ' 

■ 

» 

/ 

i 

4 

HO* 10 *0U CliNUH A LINi 
1. > 

bC L I Ii.F.^Cv : .'. Cl-N'i r [' 



GIVI UiE CChKAMS TC CUT 
1 . 

4 . 
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"Lit 
4 v r 



T 



In* 1 l« 



4 . 



1 . 



5. 



4 . 



lc ChiCRIIl- ltfs. FOIL V.A*S *1C T-IVKi A 1 I NIC. fAG*S 

1. 



4 . ~- 



11. LICT THE tTEPS CN HO, 10 UN DEL 11 NE UaI ki CFIATE,: 



1. 



5. 



12. LIST HOW 1C UNi)*iLiNF A SiisTIhCE AITIIi StrtlENCI HAS II EM KEYil/ I.\ j 
1 . ' 



1^. c ;•: ? l rt 



i r. 



v 



'.I. I; VI/ P 



14. IN CUHII G, :.;jA1 U 'it r CC^.-iAM ') C I • 1 M U » CCPY CI 1S/T If il 
CTt 101 i.AI LCCAilCr. A.\D /ISC MCVli.O II *C A M't LCCA'ilCNV 



if. *i. -mi ic.s cn i- u v. i,.f .'Mi. :-"hM.i ic nt.L cu"/.r,.n 

Li ! y\ iu i, u 'I'.-s LLC'.f.kr i i IMi-i -V / 



. ' u f 
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INSTRUCTIONS ON CTOS 
LETTER 2 
JOHN ZIMMERMAN „ 



MITRAL INSTRUCTIONS: 

C TWO LETTER<RET> 
GOLD GET 
[320,000]2<RET> 
TRANSFER INITIATED: 
GOLD T 

I. GO OVER SPECIAL COMMANDS FOR LETTER 2 
II. MOVING THROUGH DOCUMENT 

A. DEPRESS PARA KEY #5 (4 TIMES) 

(CURSOR ON "C" IN CTOS) 
•REA&^PARA #1 

B. DEPRESS PARA KEY #5 (1 TIME ) 

(CURSOR FLASHING ON "B" IN BEFORE) 
/ . «READ PARA #2 / 



) 



C. DEPRESS) PARA KEY #5 (1 TIME) 

(CURSOR ON "A" IN AFTER) 
•READ PARA #3 

D. DEPRESS PARA KEY #5 (1 TIME) 

(CURSOR FLASHING ON "I" IN IF), 
•READ PARA #4 

E. DEPRESS PARA KEY #5 (1 TIME) 

(CURSOR FLASHING ON "B" IN BECAUSE) % 
•READ PARA #5 

F. BACKUP SO CURSOR IS FLASHING BEHIND EXCLAMATION MARK IN PARA #4 
. (SENTENCEIC ] ) COMMANDS: 1, 5, 1, 4 1 

COMMANDS: 

SELECT KEY (.) 

BACKUP (1 EDIT KEYPAD) 

SENTENCE (7 EDIT KEYPAD) " • 

UNDERLINE (9 EDIT KEYPAD) 

RESULTS: 

TRY IT WITH THIS SHORT SENTENCE! 

4 

GOLD VIEW— TO SEE THE UNDERLINING 

TO GET OUT OF GOLD VIEW— DEPRESS RETURN KEY 



G. DEPRESS PARA KEY #5 (3 TIMES) 
CURSOR FLASHING 0 
'READ PARA #5 & #6 



(CURSOR FLASHING QN "B" IN BACKUP— PARA 7) 
•l 



9 
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V . ' 

0 



) 



H. DEPRESS PARA KEY #5 (1 TIME)'* 

(CURSOR FLASHING ON "T" IN THERE) 

* 

f" COMMANDS: EDIT KEYPAD 
BACKUP (1) 
PARA (5) 
LINE (2) 

LINE (2) * 
LINE (2) 
ADVANCE (0) 
WORD (4) 
^ UPPERCASE (3) 
~ — — W O R D — — ; " 

0 

RESULT: 

FROM keyboard TO KEYBOARD ' 

<NOW PLACE CURSOR ON THE CAPITAL "E^N KEYBOARD 

COMMANDS: EDIT' KEYPAD 

PRESS GOLD* UPPERCASE (PF1-3) 

RESULT: m ■ '.•'*■.' 

FROM KEYBOARD TO KeYBOARD 

•NOTE: BEFORE CONTINUING, CHANGE MODE TO ADVANCE 

I. DEPRESS PARA #5 (3 TIMES) 

(CURSOR FLASHING ON "T» IN THE-*»PARA 9 
•READ PARA 8 

J* DEPRESS PARA #5 U TIMES) 

(CURSOR FLASHING ON "B" BEFORE— PARA 13 

•READ PARA 9, 10, 11, A 12 ^ 

COMMANDS TO GET INTO POSITION FOR CUTTING: EDIT KEYPAD 
BACKUP (1) 
PARA (5) 
BACKUP (1) 
BACKUP (1) 

(CURSOR FLASHING BEHIND THE PERIOD IN PARA 9) 

• COMMANDS FOR CUTTING: 
.1. SELECT (.) 

2. BACKUP (1) 

3. PARA (5) / 

4. CUT (ARRpW TO THE RIGHT ON KEYBOARD) 

RESULT: 

T$IE PARA WILL BE CUT OUf AND PLACED IN PASTE BUFFER 

K, PASTING 

COMMANDS TO GET INTO POSITION FOR PASTING: 

BEST COPY AVAILABLE 
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1. GOLD T 

2. PARA #5 (1 TINES) ' 

3. CURSOR FLASHING ON »C" IN CT OS—PAR A 2 

«a 

COMMANDS 'FOR PASTING: 

1. DEPRESS THE PASTE ItaM-THE ARROW TO THE LEFT) 

2. YOU WILL HAVE TO HIT SPACE BAR TWICE TO $HOW THE END OF 
THE SENTENCE V 

L. GOLD CUT AND PASTE 

DEPRESS PARA #5 (10 TIMES) 

(CURSOR FLASHING fON "B" IN BEFORE—PARA 13 
DEPf&SS THE BACKUP (1) (2 TIMES) 

(ClffiSOR FLASHING ON THE SPACE AFTER "B".— PARA 12) 



f 



jmmaIi 



COMMANDS FOR GOLD CUT: 
, 1. SELECT (.) f 

2. BACKUP (1) 

3. PARA (5) 

4. GOLD CUT (ARROW TO THE RIGHT) 

" RESULT: - , 

THE PARAGRAPH WILL STILL BE THERE; HOWEVER, YOU HAVE PLACED 
SAME PARAGRAPH IN PASTE BUFFER. 

COMMANDS FOR^ PASTING: . * 

. . 1.. DEPRESS RETURN (WILL TAKE YOU TO LEFT MARGIN) 

2. DEPRESS PASTE (ARROW TO LEFT) 

M. CENTERING * 

DEPRESS RETURN TWICE TO PUT YOU AT THE LEFT MARGIN 
COMMANDS FOR CENTERING: 

* . 1. AT LEFT MARGIN KEY IN: WORD PROCESSING TRAINING 
2. AFTER TYPING TRAINING DO THE FOLLOWING: GOLD C 

N. FILE DOCUMENT ' 
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COMMANDS USED XM LETTER 2 



Gold VIEW 



Displays hidden characteristics. Special 'syabols arc 
displayed below each lias of the document. Each syabol 
corresponds to a hidden characteristic of the character 
above it. 



COT r All text between the select point and the current cursor 
position is reeoved from the docuaent and etored for 
later retrieval. * % 

Cold CUT , All text between the select point and the current cursor 
position is copied and placed in the Paste Buffer but 
reaalns ink the docuaent. 



PASTE 
Gold CENT! 
UPPER CASE 



Gold 
UPPER CASE 



BOLD 



Gold BOLD 



UNDERLINE 



Gold 
UNDERLINE 

SEL 



Replaces ths last text reaoved by the CUT coaaand at the 
current cursor position. 

Centers the current line between the left and right . 
aarglne or at the center point, if specified. 

. • < 

UPPER CASE aode is net. .Converts lower case lettere to 
upper case. 

LOWER CASE aods is set. Converts upper case letters' to 
lower case. 

BOLD aode is set. Marks ths .character at the cursor for 
bold printing* ' 

BOLD-REMOVE aods is set. Reaoveo holding froa ths 
character at the cursor. 

UNDERLINE aods is set. Msrks the chsrscter at the 
cursor for underlined printing. x 

UNDERLINE-REMOVE node Is set. Rsaovss underlining froa 
the cheractsr st ths cursor. 

SELsct earke the beginning of a block of text for 
subsequent cutting* uppercaslag, underlining, holding, 
end super- end subscripting, in ADVANCE or BACKUP aode. 



Gold SEL Cencels s SELsct request froa any point in the docuaent. 
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LESSON EIGHT 
WORD PROCESSING I 

6:00-7:00 REVIEW ALL COMMANDS FOR TEST 

7:00-7:30 TEST 
7:30-7:50 GRAMMAR PAGE 8 

7:50-8:00 , BREAK 

8:00-8:50 TIME SET ASIDE FOR ANY OUTSTANDING ASSIGNMENTS OR TESTS 

PAGE 106 66D AND PAGE 107 &7C. 

PRINT OUT BOTH PROBLEMS 



A 



0 
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LESSON NINE 

/ ' • ; 

WORD PROCESSING I 



6:00-6:30 GRAHMAR PAGE ^COMPLETE AND TURN IN) 

6:30-7:30 INTRODUCE THE FOLL.OWING: 

1. ABBREVIATION LIBRARY (SEE EXAMPLE FOLLOWING PAGE) 

2. PARAGRAPH LIBRARY C) 

3. SEARCH COMMANDS: \USE LETTER 1 FOR THIS 



7:30-7:50 PULL IN LETTER 1 [320,00031 



1. CHANGE RUliER SETTINGS AS FOLLOWS: 
■> A. L & R\ 

B. L & 

C. L & J (PRINT A COUPLE OF THESE OUT) 

7:50-8:00 BREAK * 

8:00-8:50 RULERS 

• A. SAVING RULERS 

<T) PRESS GOLD-RULER 

(2) PUT IN THE RULER "SETTINGS YOU WANT 

(3) PRESS SHIFT AND A NUMBER KEY (0-9) 
SIMULTANEOUSLY. 

(4) PRESS RETURN 

B. ACCESSING SAVED RULERS 

(1) PRESS GOLD "NUMBER" RULER WHEN OUTSIDE 
RULER SETTING MODE 

(2) ONLY NUMBER IS NECESSARY WHEN IN RULER 
SETTING MODE 

C. DELETING RULERS 

(1) PRESS GOLD, RULER 

(2) TYPE SHIFT PLUS KEY (HYPHEN KEY) AND 
RETURN 

RECOVERING LOST DOCUMENT USE ACTIVITY 11 IN NEW MANUAL. 

•ANY TIME LEFT: INTRODUCE: PAGE 112-69D PAGE BREAKS (4.) 

HAVE STUDENTS REVIEW WHAT THEY HAVE JUST LEARNED. 
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We can continually add to this established abbreviation library. Onco 
we finish- with thla docuaent It Bust ba f Had Just Ilka any othar 
docuaent. 

Although called a Paragraph Library, the text nay actually consist of 
any nunber of paragraphs, even pages* 

We will now create another document for the Paragraph Library. Let's 
prepare the following library: 

CT*OS COMPU-TOIM OFFICE SYSTEM Is a powerful, acreen oriented word' 
processing systea designed to work on the PDP-11 faally of computers* 
It provides- easy to use coaaands and nenu-drtven operation. You are 
Invited to sea a deaonstratlon of this systia at your earliest 
convenience • 

» » 

Designating Libraries Before the user preesse Gold ABBRV or Gold 
LIBRY , It la necessary that a docuaent haa previously been designated 
ab the library docuaent by using the AL or PL coaaands In the' Main 
Menu. '* 

Let*e flla this docuaent and return to the Main Menu to Identify 
docuaent nuabars for both libraries. v 

50 retrieve text froa the abbreviation library, position the cursor 
here you want tha text Inserted, and press Gold ABBRV* followed by 
the two letter Identifier. 

t 

t • 

To retrieve text froa the paragraph library, position tha cursor whare 
you want the text Inserted, press Gold LIBRY, and enter the paragraph 
naae asked for by the prompt, followed by a RETURN. 



• ■ 
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COMMANDS FOR LIBRARIES 



Gold ABBRV Bator o two lottor obbrovlot Ion • That abbreviation la 

searched for in the abbreviation library. Uhon ' 
locatad, all taxt associated with that abbreviation la 
inaartad at tha currant cursor position. ° 

Gold LIBRT Tha storad paragraph library is saarchad for in tha 

•paclf lad storad paragraph. Whan locatad* tha text 
associated with the specif lad paragraph Is lnsartad at 
tha currant cursor position. 

ABBREVIATION AND PARAGRAPH LIBRARIES 



Storad abbreviation and paragraph library dqcuaente allow you to antar 
fraquantly uaad text Into your docuaante with Just a faw kayatrokoa. 
There ara only, two dlfforoncoa batwaan tha two libraries. They differ 
froa each other In the length of the unique naae given to tha 
frequently uee^-Wext and the prompt received when calling either 
library. V 

4 

Each section of taxt in a atored paragraph library la identified by a 
naae of up to SO characters.. Each aactlon of text in a atorad 
abbreviation library la identified by- a naae- of only two characters. 



Abbreviation docuaent a ara aalnly uaad to hold aaall plecee of text 
that need to be accaaaed extreaely feat and can be eeeningfully 
identified wi£h a two character naae. 

To aet up an abbreviation library, a new docuaent heeds to be created 
and aaalgnad the naae, Abbreviation Library. We will Identify the two 
character naae by. placing It inside double angle brackets • Let's 

prepere the following, library: , 

<^tf)r>^Coapu-Tooe Office Systea 

CC " V 

L «p— T — — — S 

Sincerely, 

COMPU-TOME, 



) 



DM/Ja 
Enclosure 



ERIC 



Denlse Nevln 
Systea Training 
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Kej&lnt «Gfc»General" Dynamics -:V, v .v ^ • *, 

T , * J«- v , Gold f Us* '• V/* ■ V'V:'-V-v--.v./! ••>•• «" 

•'^2&*^ ! 4sUtct Al from menu <r«t> V '^V- " " 

v'^^S#5*.;^It:"%ilU'*«»lt:i» 0D- th# document* i&ifc t£j Just return. 

— - kttiaas G e n e r a l , Dy na wtc a w i H a p p e a r ^ / r 






•C. 
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' t^%ff#ttt^the;i»(»rd», Gopyct^h* ; 



, W: . • ^1 ■ ; T — w ^ r 




8?c^*r* w 







.. . ... ..- ( 

•'■■'A 
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» «t • if*!?: fctf* 



ERIC 



135 



COMMANDS USED III LETTER 3 



Gold GET 
DOCMT 

SRCH 



Inserts ths specified docuasnt at ths current cursor 
position* 

SEARCH for spsclfled word or phrese. Wheo located tho 
cursor Is positioned at the beginning of ths phrase* 
Entry of ths dsslrsd phrsss csn snd with sny of ths 
following ksys. 



RETURN 
BACK UP 
UPPER CASE 
SBL 



COHT SRCH 
4 SBL 



REPLC 



GLOBL REPLC. 



Ssejrch forward, ignoring upper and 
lower csss differences. 

Ssarch backward, ignoring upper 
and lowsr case* difference*. 

Ssarch fdrward. Upper case letters - 
will not natch lower esse. * 

Search forward, ignoring upper /lower 
csss differeacee. When located, the 
text <ls sslected for cutting. 



CONT SRCH' Repest the previous SRCH coaaend. 



Repeat the prevloua SRCH coaaaad. 
When located, the test is ssle'cted 
for cutting. Depressing v s second 
time removes SBLsct asrker before 
repeating the prevloua SRCH coaaend. 

* 

Text sslsctsd for cutting Is 
REPLACED' with tsxt in Paata Buffer. 

Text sslsctsd for cutting will bs 
REPLACEd with tsxt In, Paste Buffer at 
all occurrences tot on a specified 
nuaber of occurrences throughout the. 
document. 



We will create a new docuasnt snd ssslgn it the nsae of "Backup of 
Lettsr 1". Ones at the TOP OP DOCUMENT , .we will press Gold GET DOCMT. 
The proapt on sersen should bs saswsrsd with the docuaerit nuabsr we 
sre copying, "l". Once the aatsrlsl hss been brought Into this 
docuaent we are going to aake a few changes. Rsasabsr thst this is 
only a copy, while our o '*<aal la still filed away. Other options of 
Gold GET DOCMT would bs ' jrlng In files crestsd snd converted %o 
ASCII tfhst csn be used wf U JT*OS. ' 
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INSTRUCTIONS ON CTOS 
LETTER 1 
DONALD SIMPSON 



SEARCH 



UTIAL INSTRUCTIONS: 

C THIRD LETTER<RET> 
COLD GET 
C32O,000]1 
TRANSFER INITIATED: 
GOLD T 



TEXT STRING—TO MAKE EDITING EASIER, RATHER THAN USING THE ADVANCE AND 
BACK UP KEYS TO LOCATE AREAS IN YOUR DOCUMENT, YOU MAY TELL THE SYSTEM 
TO AUTOMATICALLY SEARCH FOR THE STRING OF CHARACTERS YOU DESIRE. 

1. PRESS GOLD SRCHCCOMMA ON KEYBOARD) 



2. WHEN THE SCREEN SAYS "ENTER PHRASE" TYPE IN THE PHRASE YOU WISH 
TO SEARCH. 



( PRESS RETURN OR ADVANCE AND THE SYSTEM WILL TAKE YOU FORWARD TO 
THE DESIRED LOCATION; OR PRESS BACKUP,. TO SEARCH BACKWARD THROUGH 
THE DOCUMENT; OR PRESS UPPERCASE, T O SEARCH FOR UPPERCASE 
CHARACTERS ONLY. THE SEARCH STRING MUST BE TYPED IN UPPERCASE 
CHARACTERS.) 

3. TO CONTINUE TO ONLY SEARCH FOR BUT NOT REPLACE A PHRASE, PRESS 
GOLD CONT SRCH PROCEEDS IN BOTH FORWARD AND BACKWARD DIRECTIONS. 

4. TO SEARCH THE ENTIRE DOCUMENT, GOLD P RESS TOP DOCMT BEFORE YOU 
PRESS GOLD SRCH. 

•THE TERMINAL WILL BEEP WHEN THERE ARE NO OTHER OCCURRENCE. 

II. SEARCH AND RERkicE 



3. THEN CUT. THE REPLACEMENT PHRASE IS STORED IN THE PASTE AREA. 

4. PRESS GOLD SRCH . WHEN ENTER PHRASE APPEARS, TYPE THE TEXT YOU 
ARE LOOKING FOR— THE SEARCH PHRASE. / 



ENTER PHRASE: (SPACE) transposition^ SPACE) <RET> 




2. 



TYPE THE REPLhCEMENT PHRASE— TEXT YOU WANT TO CHANGE TO 



REPLACEMNT PHRASE: ( SPACE) press (SPACE) 



9 
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ENTER PHRASE: ( SPACE) depress ( SPACE )<RET> . 

5. PRESS GOLD CONT SRCH & SELECT . THE FIRST OCCURRENCE OF THE 
SEARCH PHRASE IS FOUND AND SELECTED IN THE DOCUMENT. 

GOLD ?(CONT SRCH & SELECT) 

6. PRESS GOLD REPLC. THE REPLACEMENT PHRASE IS SUBSTITUTED FOR THE 
SEARCH PHRASE. 

GOLD "(REPLACE) 



7. ^0 FIND AND REPLACE OTHER INSTANCES OF THE PHRASE: 

REPEAT STEPS 5 & 6 (SEARCH AND REPLACE UNITL YOU REACH THE END OF 
THE DOCUMENT. 

•NOTE: GOLD CONT SRCH 4 SEL WILL WORK IN THE REVERSE DIRECTION IF YOU 
INSERT A BACKUP WORD BETWEEN EACH CONT SRCH & SEL KEYSTROKE. 

GLOBAL SEARCH-AND REPLACE 

TO SEARCH FOR EVERY OCCURENCE OF A WORD OR PHRASE THROUGHOUT A 
DOCUMENT: 

1 . POSITION THE CURSOR AT THE , FIRST OCCURRENCE OF THE WORD OR 
PHRASE. OR PRESS GOLD TOP DOCMT T O GET TO THE TOP OF TH€ 
DOCUMENT. 

2. PRESS S£L KEY. TYPE THE NEW PHRASE (UP TO 99 CHARACTERS) YOU 
WANT AND PRESS CJH. 

TYPE: (SPACE)KEY(SPACE BAR) CUT( ARROW TO LEFT) 

3. THEN TOUCH GOLD GLOBL REPLC (SEMICOLON) KEY, WHICH WILL CAUSE 
"ENTER PHRASE:" TO BE DISPLAYED. GOLD 10 GLOBL REPLC WILL SEARCH 
AND REPLACE THE NEXT 10 OCCURRENCES OF THE PHRASE. 

4. TYPE IN THE CURRENT TEXT TO BE SEARCHED AND PRESS RETURN 

ENTER PHRASE: (SPACE)key(space bar)<ret> 

•NOTE: GLOBAL SEARCH CAN PROCEED IN THE FORWARD AND BACKWARD 

DIRECTIONS. HOWEVER, IF THE REPLACING WORD CONTAINS THE WORD 
YOU ARE SEARCHING FOR, IT WILL THROW THE SYSTEM INTO A LOOP. 
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BACKUP to the word "keyboard" In the previous paragraph and 
uppercase the entire word by pressing BACKUP PARA LINE LINE LINE 
ADVANCE WORD UPPERCASE WORD • GOOD! To change uppercaslng to 
lowercasing, Gold UPPERCASE is used. Let°s backup the cursor to 
the "E" and press Gold UPPERCASE WORD. 

There are times when sections of material need to be moved 
around within a document affer they have been typed. Through the 
capability of "cut and paste 1 * our system can make these changes 
quickly and easily. 

The SELect key starts the process by, marking the beginning of 
the portion of text for cutting. Now we move the cursor to the 
end of the text to be cut and press CUT. The material will 
disappear from the creen and the remaining text will readjust. 
The steps again are: SELect BACKUP PARA CUT. 

Then move the cursor to the point in the document where you 
want to insert this "cut" material and press PASTE. This 
material remains in the paste buffer until it is replaced with 
other text . 

Cola CUT will allow you to c o p y material by cutting text into 
the paste buffer but it also remains in the document. Let*s try 
this now. SELect BACKUP PARA GOLD CUT. 

BACKUP PARA until your cursor is at the paragraph beginning 
M CT*OS will allow you" and then press PASTE. Remember, to get to 
the bottom of our document to continue typing, we will press Gold 
M B M ♦ 

i 

r 

Before we end this letter, let*s try one more capability that 
you would use when needing to center headings or other items. 
Type the heading "WORD PROCESSING TRAINING" at the left margin 
and then press Gold "C" for Center. See how the heading has been 
centered between margins. 

These ar« some other editing features that make life a little 
more 3imple ^ecause of CT*OSi Don°t forget to file this document 
when we finish typing the closing by pressing Gold "F". 

Sincerely , 



Denise Nevin 
System Training 
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LESSON FOUR ■ 
WORD PROCESSING I 



6:00-7:00 REVIEW LETTER 2 

7:00-7:50 INTRODUCE THE FOLLOWING: 

^CENTERING— PAGE 42, 25D (MARGIN SETTING 5, 6 
OR 7) 

1. KEY IN INFORMATION AT LEFT HAND 
SIDE 

2. AFTER INFORMATION KEYED, GOLD C 
TABULATING— PAGE 45, 27D 

1. FIGURE TABULATION AS USUAL 

2. PLACE IN LAST COLUMN AN S AS THE 
LAST* CHARACTER OF THE WORD. 

L ( 1 4 ) T (28)T (4>*^ (56)T (60)S 

7:50-8:00 BREAK 



8:O0*-9:5O CONTINUE ON CENTERING AND TABULATION KEY IN 

PRINT IT OUT 

1. PAGE 47, 29B 

2. PAGE 54, 33B N 

DELETE THE FOLLOWING DOCUMENTS: 
LETTER ONE 

LETTER TWO j 



LESSON FIVE 
WORD PROCESSING I 

•6:00-6:30 REVIEW THE FOLLOWING: 

1. CENTERING— PAGE 54 33C 

2. TABULATION PAGE 69 43B 

6:30-7:00 1. DECIMAL TABULATION— PAGE 100 62D PR0B.1 

RULER SETTING 

L 33+10+4+IO+H , 

T(47) T(61) 
INSTRUCTION-1/2 SHEET 
PAPER (33 LINES) 
. 10' SPACES BETWEEN COLUMNS 
SHORT SIDE UP 

2. GREATER THAN SIGN— PAGE 102 63D 

RULER SETTING 
L 16+44.22+H+8>+H+8> 

T(20) >(51) X66) 

3. ' PRINT 

7:00-7:50 TEST— PAGE 96 60C (ALL PROBLEMS LONG SIDE UP) 

GIVE OUT PRINTED TEST 

7:50-8:00 BREAK 

8:00-8:50 FINISH TEST AND PRINT IT OUT 



i 
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LESSON SIX 
- WORD PROCESSING I 

6:00-6:30 PAGE 118 73B (KEY IN THE DARK PRINT THEN C0RRECT)PRINT 
6:30-6:45 HAND BACK TEST 

6:45-7:30 t GO OVER ALL COMMANDS LEARNED THUS FAR 

t ' ..... 

7:30-7:50 '• GRAMMAR PAGES 5 & 6 (LOCATED IN BACK OF BROWN NOTEBOOK) 
7:50-8:00 BREAK - 

8:00-8:30 COMPLETE 'GRAMMAR ASSIGNMENT AND PRINT OUT 

8:30-8:50 - 1. INTRODUCE- LETTER (PAGE 77-48D) 

LETTER (PAGE 83) 
^ LETTER (PAGE 97-61B) 

2. INDIVIDUAL REVIEW OVER ANYTHING CAUSING DIFFICULTY 
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LESSON SEVEN 



WORD PROCESSING I 



KEY IN THE DARK PRINT PAGE 115 71B THEN MAKE CORRECTIONS 
INFORMATIONAL MEMORANDUM PAKE 5J „ ; 

INFORMATIONAL MEMORANDU M : NUMBERED LIST PAGE 53 

GO OVER INSTRUCTlbNS WITH STUDENTS 

HAVE STUDENTS KEY IN INFORMATION AND PRINT IT OUT 



PROJECT PAGE 53 32C— OVER INSTRUCTIONS WITH STUDENTS 
STUDENTS: KEY IN PROJECT AND PRINT IT OUT, 



GRAMMAR PAGE 7 



BREAK 
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WORD PROCESSING I TEST 



INSTRUCTIONS: CENTER VERTICALLY AND HORIZONTALLY— Problem #1 

(full sheet of paper) 

PERSONAL INFORMATION 



(Your Name) 
(today's date) 
3647 Sam Houston Place 
San Antonio, TX 78212 



Problem #2— Block style, half sheet of paper, 60 space line 
November 8 9 1983 

Dear Aunt Joan 

We are going to move to Clearwater, Florida, early net week. Our new 
address wil be s 

2948 Bayvlew Drive 

where the Expanded ZIP Code is 33519-1026. Our new telephone number 
will be (813) 21?-4620. J" 

ilan to spend some, time there with us during the holiday season. By 
then you'll want to get out of the "Frozen North," and I'll be glad to 
have you enjoy the sun and surf withers. 

Cordially 



(your name) 



/ 

/ ^ 
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WORD PROCESSING I TEST 

The major reason for fling some thing is to be ab^ej^o find the 
information the next time the need arises. Therefore one test of an 
effective filing systom simply is how fast you can locate material 
when they are needed. The more time you lose searching for important 
records the more your filing habits and system needs a good overhaul. 

If you don't store papers that should be filed to stack up in a 
jumbled pile on the desk forces you to make a puzzling search for the 
material that Is need. File promply; think while you do so; and 
f.ollow a standard set of guides so you can find any of your papers 
quickly. 
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WORD PROCESSING I TEST 



Thelma j er* reason for. fling sone thing is to be able to find the 
information A the next time the need arises. Therefore^one, test of *n— 
eiXabfcAve filing system (simpler is how fast you can l e e afre material 
when A they a»e needed. The more time you/£o#e» searching for^tmye r^mnj 

records* the more your filing habi ts an dfsyVtem needs a good A ciujrhia" 

» OU <y+£ ^ ZZZJj3::xs& ~~ZZZZtzZLcU' 



If you .don't steOre A "papers that st^oS^be^f iled .to^s t ae k w p .in a* 



jumbled pile .mm the,. . A 

material that is Fj 



A „.. - „ Ar _ r staaU wp- i 

r filiiL forces you to make a pueSJLaw % search for -ehV 
File promptly; thlnk^ wh il e you do so; and 
follow a ( ^standar^ se t of ^ gmejjmt so you can find any nf yniir^papmra 
quickly. 



v 
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, PAGING A DOCUMENT 



The NEW PAGE command allows you to ensure that the following text will 
start at the^ top of the new page. This is especially useful for 
ensuring that text, such as a new chapter, begins on a new page. 

Pressing the Gold NEW PAGE key inserts a new page marker into your 
document. A line of dashes, with the words "New Page" centered in it, 
will be displayed to show where the new page begin*. When the 
document is printed, the text following this line will print at the / 
top of the next page. * 

Gold NEW PAGE may be entered anywhere in the text but Is normally 
entered after a RETURN or other line ending marker. It can be removed 
using the DELETe key or the RiUB CHAR key. ' AP YES in the Print Menu 
has no effect on NEW PAGE. \ ' 



PRNTR CTRL 



Allows printing of text within the top and bottom 
margins. The ( following keywords allow definition of the 
text to be printed. 



TOP The remaining terft in the printer control 
block will be used for printing in the top 
margin of each following page. 

BOTTOM The remaining text in the printer control 
block will be used for printing in the 
bottom margin of each following page. 

RESET Resets the page number to 1 . 

COMMENT Ignores all remaining text in the printer^ 
control block • 

9p Replaced with the current page number when 
printed. 



Replaced with the current date when printed. 
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LESSON TEN 



WORD PROCESSING I 



REVIEW THE FOLLOWING: 

1 . ABBREVIATION LIBRARY ( 

2. PARAGRAPH LIBRARY 1 4 

3. SEARCH COMMANDS 

4. DIFFERENT RULER SETTINGS 

5. RULERS: SAVING, ACCESSING, AND DELETING THEM 

6. RECOVERING LOST DOCUMENTS 

7. GO OVER GRAMMAR 9 

INTRODUCE THE ONE-PAGE DOCUMENT (USE ACTIVITY 10) PRINT 
[YOU WILL, HAVE TO CHANGE PM] OR 70D p. 114 

BREAK * ' 

REVIEW WHAT STUDENTS HAVE JUST COMPLETED— ONE PAGE DOC. 
INTRODUCE ACTIVITY 12 ON PRINTER CONTROLS 
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LESSON ELEVEN 

WORD PROCESSING I i 

6:00-7:50 COMPLETE ACTIVITY 12 AND PRINT IT OUT 

7:50-8:00 BREAK * 

8:00-8:50 GRAMMAR PAGE 10 

USE ACTIVITY 16 INCOME AND EXPENSES' STATEMENT 
USE ACTIVITY 17 BALANCE SHEET 

•REMEMBER TO USE SEARCH COMMAND TO FIND MISTAKES AND "CORRECT THEM 

, *WIDE RULER ' ' 

•DON'T FORGET TO CHANGE PAPER IN PRINTER 




■ 

\ LESSON TWELVE . * 

\ . 

\ WORD PROCESSING I ** 

6:00-6:30 GO OVER GRAMMAR PAGE 10 - 

6:30-7:30 GRAMMAR PAGE 11 

7:30-7:50 CORRECT ANY PAPERS WHICH HAS BEEN HANDED BACK AND NEEDS 

TO 6E -RETURNED. 

7:50-8:00 BREAK \ 

8:00-8:50 INTRODUCE LIST* PROCESSING 



I 
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Word Processing 



Accounting 



Utility Packages 



COMPUTER 
SOFTWARE 



234 EAST COLORADO BLVD □ PASAOENA. CALIFORNIA 91101 □ (213)960-2895 



<NAMJ3>Hr • Rick Crockett 

<ORGAKIZATION>CAZ Computer Consultants 

<AODRESS/STREET>7420 N. Broadway 

<CITY/STATE/ZIP>Oklahoraa City, CK 73116 

<COUNTRY>USA 

<TELEPHONE>405-840-5421 

<DEHG/FULL>Full 

^SERIAL NUMBER>817 

<TO BE USED ON>VAX 

<MEDIA>F1 

<NEW/UPDATE>New 

<DATE SHIPPED> 3-19-82 

<SALUTATION>Rick 

<> 



<NAME>Mrs . Borodkin 

<ORGANIZATION>Horaewood - Flossmoor High School 

<ADDRESS/STREET>999 Kedzie Avenue 

<CITY/STATE/ZIP>Flossmoor^ IL 60422 

<COUNTRY>USA * 

<TELEPHONE>312-799-3000 

<DEMO/FULL>Full 

<SERIAL NUNBER>818 

<TO BE USED ON>RSTS/E 

<MEDIA>MT/800 

<NEW/UPDATE>New 

<DATE SHIPPED*>3-25-82 

<SALUTATION>Mrs. Borodkin 

<> 



<NAME>Mr . Jeff Reech 

<ORGANIZATION>DEC-Cleveland 

<ADDRESS/STREET>3733 Park East Drive 

<CITY/STATE/ZIP>Cleveland, OH 44122 

<COUNTRY>USA 

<TELEPHONE>216~831-6000 

<DEMO/FULL>Demo 

<SERIAL NUMBER>32fi/00 

<TO BE USED ON>MINC 

<MEDIA>FL 

<NEW/UPDATE>New 

<DATE SHIPPED>l-26-82 

<SALUTATION> Jef f 

<> 
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Word Processing 



Accounting 



Utility Packages 



COMPUTER 
SOFTWARE 



234 EAST COLORADO 8LVD □ PASADENA CALIFORNIA 91 101 □ (213)960-2895 



0 



™ This will be tha second document that will be used in list 
processing. It is called the SELECTION SPECIFICATION. 

IP <NAME>»Mr. Rick Crockett 
then process record 



This is the third and final document that wiil be used in list 
processing. It is the FORM, this will be what the output will 
look like. 



<NAME> 

<ORGANIZATION> 
/ <ADDRESS/STREET> 
I <CITY/STATE/ZIP> 



Dear <SALUTATION> : 

We are sending to you a <TO BE USED ON> Demo, version 4.0 of 
CT*OS Word Processing. it will be shipped <DATE SHIPPED>. 
According to our records your telephone number is <TELEPHONE> 
please let us know if this is not correct. 



Sincerely, 



Paul R. Harris 



<r J " w 
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LESSON THIRTEEN 



WORD PROCESSING I 

6:00-7:30 LIST PROCESSING (PRINT OUT) 

7:30-7:50 , GO OVER GRAMMAR PAGE 11 

7:50-8:00 BREAK 

^00-8:50 GRAMMAR PAGE 12 



* r 




LESSON FOURTEEN 
WORD PROCESSING I 



6:00-7:00 GRAMMAR TEST 

7:00-7:50 PROBLEM TEST 

7:50-8:00 BREAK . 

8:00-8:50 TEST ( 0 T-*«*J 
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LESSON FIFTEEN 
WORD PROCESSING I 

MAKE UP NIGHT FOR ANY OUTSTANDING ASSIGNMENTS ON TEST. 

THE REST OF STUDENTS MAY KEY IN PRIVATE LETTERS AND PRINT THEM OUT, 

•IF TIME PERMITS - WORK ON RESUME 
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Cheek report 
ftnlng •kill 

^■kheet; lint; 60: 
nUding on Unt 10 

MH" top margin): 
DS (double spacing) 

Listen for bail as signal tc coro- 
p*ata or divide words snd rstum. 
Abbrtviationa such as U.S. and 
N.V. are typed solid (without Inttr- 
na» spacing). 



THE UNITED STATES PASSPORT 

More than six million U.S. citizens travel each year in other 
countries. To be admitted injto many countries, a passport is 
required, h. passport is an official document issued by the U.S. 
Department of State that identifies you by photograph and a brief 
description as a U.S. citizen. A passport permits you to leave and 
to return to the United States. 

To apply for your first passport, you must appear in person 
at one of the passport agencies. These agencies are often located 
in local federal buildings. You must present the following 
papers: * 

1. The completed passport application. 

2. Proof of U.S. citizenship (a birth certificate or a* 
certificate of naturalization, usually). 

3. Proof of identification bearing your signature and 
description (often a driver's license). 

4. Two signed duplicate photographs taken by a 
photographer within the past six months. 

5. The required passport fee. 

A passport is Valid for five years from date of issue. When 
you receive your passport, you should sign it and fill in the 
information requested on the inside cover. During foreign 
travel, always carry your passport on your person; NEVER leave 
it in a hotel room. 



IS 

30 
43 
S6 



•The World Almanac & Book of Facts 1981. 




50a ► 6 

Conditioning practice 

each Hna twice SS 

(slowly, than faster): fi fl / lym 
DS between 2-line groups; 
if time permits, retype fluency 
selected linea 



1 
2 
3 



Marquis has just' solved the exciting new puzzle from Byke's. 
She filed the invoice (#9304) and the contract (#1748-562). 

lent the field auditor a hand with the work for the firm. 
» ' * i a i « i 9 i e i r i • i a i 10 i n i »2 , 
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Lesaona 49, 50 Unit 9 Measure your akJIle: basic/applied 
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^fl^Hall % flpaOta to(^aaO0 



MOJtCIWD VA WWHTlOllt 
(Data* and Inventors) 



Adding machine ' 1885 

Automatic sequence computtr 1943 

liquid paper „ 1954 

TelaphoM 1876 

Typewriter , 1867 



W. 8. Burroughs' - " 
H* HL Aikao 
Bette Graham 
Alexander Ball 
Christopher Sholea 



« 



tatt *>•*, short ikfe up 
rMdmg portion; OS column* 
■ntnw; 4 gpoc— frrtw— n co»- 
umnt; akon ftpurw of Column 2 

WPfl 



AMERICANS OF SPANISH ANCESTRY 
(Estimated Population and % of U.S. Total) 



Mexican 


7,151,000 


2.4 


•» 


Puerto Rican 


1,823,000 


0.6 




Central/South American 
Cuban 


863,000 


0.3 


. i: 


689.C30 


0.2 


k 


Other Spanish 


1,519,000 


0.5 


► 



tun mm (i 

Mdmg povtton: OS columnar 
•mntt; 10 aptcw ottwHn 

COHlfflM >f 

It fifTMj it c*M bofcfo you com- 
o*oto Pmbtom X finish tt)# hnton 
wfacfi you art typtnf. Your 
— c h tr wiH roM you it you ar* to 
comotato mo tabto m tno no*t 



% THE ORICINALTHIRTEEN STATES OF THE U.S. 

(With Date of Constitution Ratification and Ongoial Capital) 



Delaware 


December 7, 1787 


Dover 


Pennsylvania 


December 12, 1787 


Harrisburg 


New Jersey 


December 18. 1787 


Trenton 


Georgia 


January 2, 1788 


Atlanta 


Connecticut 


January 9, 1788 


Hartford 


Massschusetts 


February 6, 1788 . 
April 28, 1788 ' 


Boston 


Maryland 


Annapolis 


South Carolina 


May 23, 1788 


Columbia 


New Hampshire 


June 21, 1788 


Concord - 


Virginia 


June 25, 1788 


Richmond *- 


New York 


July 26, 1788 


Albany »• 


North Carolina 


November 21, 1789 


Raleigh «» 


Rhode Island 


May 29, 1790 


Providence "» 
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Uaaon 68 Untt12 Loom to type simpt* ttb^f 
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•*4tat*« typing •ItMte 

'.wrttpfitil OMtarinpt p* 88 
vertlopt otfttsftM, p/&3 
sectoring columns, p. 106 

^^^^^ ^ 

f^v itiaaC tang aicia up 

Typa ttta wtnouncainafvt OS Mi 
axact ¥#fttral aantar? c i ntif aaeh 
mwt*rtat>Ma%.Con«ctwfp<«. 



T 



*AU MAI showcask 

Native DueN of tte Indonesian Islands 
November 9 Through December 13 
All Seats 16.90 
Reservations Assure Preferred Seating 
(808)721-4937 




htfttfwat, abort rtto up 
Gantaf and typ# ma tabta in ra 
itif position; 88 tha group* o( co- 
lumnar antriaa* 08 batwaan mam* 
Oacids spacing b aftw aan columns. 
AUgn ftgufta m Column 2 at ttia 
(toe i mat (•)• Correct tfrofi* 



COMMON US-METRIC EQUIVALENTS 




a 




Approximate Values 






1 inch 


25.4 millimeters (mm) 






1 inch 


2.54 centimeters (cm) 


• 


I 


1 foot 


0305 meters (m) 






1 yard 


0.91 meters (m) 






1 mile 


1.61 kilometers (km) 


• 




lpint 


0.47 liters (1) 




X' 


1 quart 


0.95 liters (1) 


Y. 


4? 


1 gallon 


3.785 Uters(l) 


c • 


1 ounce 


28.35 grams (g) 






1 pound 


0.45 kilograms (kg) 




• • 



tutisnaat 

Cantor ami typa ma tab* inn 
ing position. OS itama in column*. 
Oac*da apacmg batwaan cotumna* 
Cot fact afcofBi 




DECEMBER SALES REPORT 
(Showing Esy.mated and Actual ^ales > 





.a^^Abramson , Stanley 


1 


i kiso 




1# Typa an undaftma ma langm of 
ma tongaat itam m ma column. 


Chiang, Kuang-fu 


S,000 


ipso 


*. . 


S. OS and typa ma total hgurt. 


Delgado, Dolores 


5,100 








Guzman, Eduardo 


1,750 


5,000 






Jackson, Rosie Lee 


5,500 


S t k00 




v ■ . 


McClain, Malcom 


1,200 


1,150 






O' Mai ley. Christopher 


1,750 








St. John, Donald 


5, ISO 


5,350 






Thornton, Lavonne 


4>,S00 




«- 




Watanabe. Miehi 




WQ 






* 


$Q*50 


$(#,710 
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Lai 


•on 7? UnS 13 ftacaMmprowi 
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ADULT COMPUTER PROJECT 



/ 



TEACHER 




Urn 



WORD PROCESSING 

Tasks to be completed during the Adult Education (310) 
Project on Adult Conputex courses* 

Design s specific word Processing Certificate Program 
of study for adult classes* 

a. Write descriptive paragraphs about each of the 
W/P courses to be offered suitable for use in a 
brochure about the program or suitable for use 
in the general public brochure. 

t. Using behavior terms write objectives for the / 
different W/P courses. Write a detailed course 
plan for each of the courses including tine 
allotment and testing procedures. 

r 

Write an outline for CTA. 

Re-evaluate results of the CTA course and -"Bake, any_ 
necessary changes in the CTA outline, 



/ 



.line . \^ ^ 
i, printed or Maio 



Identify all software, textbooks* printed or tuaxo 
/Visual material* suitable for the different adult 
w/p courses # the results to be written with varying 
alternatives. 

Cooperate with the other instructors and adminxstrators 
working on 'this project to develop and implement a 
promotional plan for ^ail the computer related courses 
and specifically W/P. ' 

Evaluate all written work after its implementation. 



SAMPLE 




RUCTOR 



ASSIGNMENT SHEET 



DUE 
DATE 



TASK 

COMPLETED 



v 



\ 



Complete other duties, of an equivalent time allotment 
should any of the above items*, be omitted or reduced in 
scope. 



< 



iaroes Coppock, supervisor 
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COMPONENTS OF DATA ENTRY COURSE 

I) INTRODUCTION OF DATA FILE CONCEPTS 

II) INTRODUCTION OF EASY ENTRY DATA ENTRY SOFTWARE PACKAGE 




ME IN 






JLlIBjEtllMl 



BOOR At #^ORE THAN * 



C) EITHER AUXILIARY OR EMBEDDED KEYPAD MAY BE USED pY STUDENT 
FOR STRICTLY NUMERIC ENTRY 
ttt ) data £111 MO?T E T 0 ATT ON 




r 



A) REKIY VERIFICATION 

B) DATA FILE INQUIRIES 
C V DATA FT LE MOTtfTTflHTON (UPftATlNfO 

1) DELI TING RECORDS ^ 

2) INSERTING RECORDS 
MODTTTTilfi IfHANETMM TTW..IM WTTHT M a p K f>| ? 

» 4) SOBLt||»S^OORDS 

£ -Mr •«'•; 



o 

EMC 
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EasyFntry Lata Entry System -^Software Use Instructions 

by Lee Cochard 

TO ENTIR THE 'IASY ' DATA-ENTRY SOFTWARE PACKAGE, TYPE THE FOLLOWING ENTRIES 



IN RESPONSE TO EACH DEFAULT PROMPT: 



tiFAULT 
PROMPTS 

i 

iorms File: 

Operator: 

lata File Name: 

Hie exists 

Append records (Y/N )? 

Modify records (Y/N)? 

Form Name: 



ENTRY 



EXPLANATION 



EASY 
TEACHER 
your last 
MASTER / 

N 
Y 

FORMMAIL 



activates EASY software package 
♦ file containing forms for data entry 
name ^ou (the user) 

sample data file 

add more records to the* end of the file 
provides access to an all-purpose menu 
specific form chosen from the above forms file 



Cther default prompts arejf Batch totals (Y/N)? 



Total Rekey (Y/N) ? 
Selective Rekey (Y/N)? 



—accumulates totals for certain 

designated numeric fields 
—provides rekey verification of 

all fields & records in the f H 
— provides rekey verification of 

selected fields within all reel 

of the data file 



TO USE ANT OF THE MENU OPTIONS AT THE BOTTOM OF YOUR SCREEN, TYPE THE 
FIRST LETTER OF THAT OPTION AND HIT <RET>. 



SPECIAL NOTES: 



x 1 



1) When (I)nserting one or more records ^hese records will enter the 
sequential data file IN FRONT of the record displayed on your screen when 'I' 
was typed. To exit from th'is (I insertion mode, you must strike <PF4> on the 
keypad. 

2) When (M)odifying a record, position the cursor at the beginning of 
the field(s) to- be modified by using a combination of the 'arrow' keys and/cr 
<RET> key. Then completely retype the field. Then return the cursor to the 
menu again by means of the 'arrow' keys or <RET> key. 

3) When (S)earching for a record, position the cursor at the beginning 
of the key field(s) of that record and type all or part of the key information. 
Then return the cursor to the menu. EX 1: To find the JOHN SMITH record, type 
'JOHN SMITH' in the name field, then return the cursor to thejnenu. EX 2: To 
find anyone named 'JOHN', type 'JOHN*' and return the cursor Vo the nrenu. If 
the first 'JOHN ' record to appear is not the desired record, then type 'SS'~ 
for (S)ubsequent (S)earch — repeatedly until either the desired record is found 
or the end-of-file is reached. ****N0TE: (S)earch will NOT locate records 
AHEAD of your current position in the file-^you should type 'F ' <RET> before 'S' 
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to insure that a record is not missed. " . 

4) (B)ekey-- (T)otal implies that a complete record verification is to , 
take place—Winning with the record CURRENTLY displayed on the screen. 
(R)ekey— (S)elective implies that only certain, 'importdtt., fields of each record 
—beginning with the currently displayed record— have been preprogrammed for 
verification. During verification, when a discrepancy is discovered, both the 
eld and new -versions of the field are displayed. It the new version is correct, 
Uen the user should strike <Pi'3>. It the old version vcr neither version) is 
ccrrect, then the user must re-ty^e the field. 

TO EXIT EBCM "EASY ' ,- UPE CJ^KJhJIChl^^ FcILC'*ING: 

1) <PF4> removes the/Cursor from" the f)rm displayed cn the screen. 

2) <PF4> also removes the cursor frcrr/the menu at the bcttcm of the 
screen. ,. A 

3) /EXIT «it* the user from the EASY default prompts (to a '$ 
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Computer Related Certificate Progra 



CONTINUING EDUCATION 




PORT WAYNE COMMUNITY SCHOOLS 

The Adult Education offerings starting in the 1983-84 school year will include Certificate 
programs in Pour Computer Relatod Areas* Word processing. Computer Programming, Computer 
Accounting, and Date Entry. All of these adult programs will be available only in the 
evenings. 

The Port Wayne Comunity schools has three rooms with computer based equipment located at 
ine Education Center , 1200 South Barr Street, Port Wayne, which will enable us to offer the 
courses listed below. The available equipment includes the following: (50) Digital Equip- 
^ant Company Terminals; (1) Digital Equipment Company VAX 11/750 Computer; (2) Letter 
quality Printers; and (2) Teletype 300 line per minute Printers. The amount of equipment 
available should piovide the opportunity for each student to have the use of an individual 
terminal. The courses are organized so that each student should spend more then 50% of 
t^ieix classtime working at the terminal. 

The Adult Education offerings starting with the Fall of 1983 will include the following 
?jjjg Computer Related Areas ; 



WCRD PROCESSING (114 Hours) 



1st Semester 
Computer Terminal Applications •••• 24 Hrs, 



2nd Semester 



•ford Processing I 



4i Mrs. 



3rd Semester 



COMPUTER ACCOUNTING (159 Hours) 

1st Semester 
Computer Terminal Applications • 24 Hrs, 
Beginning Accounting 45 Hrs, 



2nd Semester 



word Processing n 45 Hrs, 



Computer Accounting , 

(prerequisite: One semester of 
Accounting or equivalent experience) 



90 Hrs. 



ypUTER PROGRAMMING (180 Hours) 



♦DATA ENTRY (114 Hours) 



1st Semester 
Structured BASIC Prograjtnming 90 Hrs, 

2nd Semester 
Structured COfaOL Prograxmning 90 Hrs, 

• (Ccwputer Term. Applications *nd Intro 
to D« P. recommended— not required) 



1st Semester 
Computer Terminal Applications ... 24 Hrs. 

2nd Semester 



Data Entry 



90 Hrs. 



* (Intro to D«P# recommended— not 
required) 



REGISTRATION FOR THE FALL CLASSES STARTS MONDAY, AUGUST 29. HE WOULD ADVISE EARLY REGISTRA- 
TION AS THESE CLASSES FILL RAPIDLY. IF YOU NEED ANY FURTHER INFORMATION, PLEASE CALL US 
AT 425*7653. 



1 


II 




.0 



lcn 



BEST COPY AVAILABLE 



0 

ERIC 



WELCOME TO BUSINESS OFFICE OCCUPATIONS 
LOCATED AT THE REGIONAL VOCATIONAL SCHQOL 
FORT WAYNE COMMUNITY SCHOOLS 

THE COMPUTER ROOM AT RVS HOUSES THE VAX 'l 1/750 WHICH IS MADE BY 
DIGITAL EQUIPMENT CORPORATION. THE DIGITAL TERMINALS ARE ALL 
CONNECTED TO THE VAX. THERE ARE THREE INSTRUCTIONAL COMPUTER ROOMS. 
THE DATA LAB AND THE OFFICE LAB ROOMS HOUSE 21 TERMINALS EACH AND THE 
ACCOUNTING LAB HOUSES 11 TERMINALS. 

THE SYSTEM INCLUDES THE FOLLOWING: 

VAX— A COMPUTER (MADE BY DIGITAL EQUIPMENT CORPORATION) 

VMS— OPERATING SYSTEM 

DCL— DEC COMMAND LANGUAGE (DIGITAL EQUIPMENT CORPORATION) 
PROGRAMMING LANGUAGE— BASIC , PASCAL, AND COBOL (RVS ONLY) 
THE VAX HAS THE FOLLOWING FEATURES: 

1. EDT EDITOR— LINE MODE/CHARACTER MODE 

2. EDTCAI— COMPUTER ASSISTED INSTRUCTION COURSE ABOUT THE 
KEYPAD AND LINE MODE 

3. VMSCAI— COMPUTER ASSISTED INSTRUCTION COURSE INTRODUCES 
THE VAX/VMS COMPUTER SYSTEM 

4. DIFFERENT LANGUAGES 

5. HELP UTILITY 

6. MAILING FACILITY 

7. PHONE FACILITY 

ADDITIONAL SOFTWARE:" 

DIfiS "DIGITAL INTEGRATED BUSINESS SYSTEMS." MENU DRIVEN 
SOFTWARE . MASTER MENU CONTAINS GENERAL LEDGER SYSTEM, 
ACCOUNTS PAYABLE SYSTEM, ACCOUNTS RECEIVABLE SYSTEM, 
PAYROLL, INVENTORY MANAGEMENT, AND ORDER 
ENTRY/INVOICING. (RVS ONLY) 

CTOS "COMPU TONE OFFICE SYSTEMS." CREATE, EDIT, PRINT, CUT 
AND PASTE, SEARCHING FOR AND REPLACING, PAGING A 
DOCUMENT, MULTICOLUMN PRINTING, LIBRARY DOCUMENTS, USER 
DEFINED KEYS, AND LIST PROCESSING . 

EASY "EASY ENTRY DATA SOFTWARE PACKAGE^ BY APPLIED 

INFORMATION SYSTEMS." DATA FILES AND PROGRAMMABLE CRT 
DATA FILE FORMS CAN BE CREATED. RECORDS CAN THEN BE 
ADDED, DELETED, RETRIEVED EITHER SEQUENTIALLY OR BY KEY 
FIELDS, MODIFIED, AND REKEYED (VERIFIED). 

PRINTERS: THE DATA LAB AND ACCOUNTING LAB SHARE THE TELETYPE, 

. MODEL 40, PRINTER. IT PRINTS AT A RATE OF 300 LINES PER 
MINUTE. THE OFFICE LAB HAS THREE PRINTERS; ONE 
TELETYPE^ ^M^D^L 40, AND TWO LETTER QUALITY PRINTERS, NEC 

ICG 
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REGIONAL VOCATIONAL SCHOOL 
FWCS 



BUSINESS OFFICE OCCUPATIONS 
(DATA PROCESSING) 
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OFFICE LAB j 


ACCOUNTING LAB | 


DATA LAB 
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INFORMATION PROCESSING 


ACCOUNTING 

* 


PROGRAMMING, DATA ENTRY 
AND 

COMPUTER OPERATIONS 
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COMMUNICATION J_ REPROGRAPHICS 

(THOUGHT PROCESSING) ! 
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COMPUTER RELATED COURSES 



(Certificate Program Offered) 



•Computer Terminal Applications 

(February?) T 4 Th 6:00-9:00 220 $23.00 $33.00 4 Dawson 

•Computer Terminal Applications 

(March 13) T&Th 6:00.9:00 220 $23.00 $33.00 4 Dawson 

Intro, to Data Processing M 6:00-9:00 154 8.00 33.00 15 Scha- 



Data Entry M 6:00-9 00 214 55.00 65.00 15 Dawson 

Word Processing 1 T 6:00-9 00 214 55.00 65.00 15 Griffith 

Word Processing 1 W 6 00-9:00 214 55.00 65 00 15 Griffith 

Programming in Structured BASIC 

(90 hours)' .:.M6W 6:00-9:00 220 110.00 13000 IS Cochard 

Programming in COBOL M fi W 6:00-9:00 218 110.00 130.00 15 

(90 hours) 

Home Personal Comp. _T 6-00-9:00 212 44.00 50.00 12 Habegger 

•Basic course for Word Processing, Computer Accounting. Programming, 
and Data Entry Certificate Programs. 



baker 
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COMPUTER RELATED COURSES 

(CERTIFICATE PROGRAM AVAILABLE) 

COMPUTER TERMINAL APPLICATIONS — a computer terminal connected to a modern 
computer will be used to teach the capabilities and uses ol a modern computer system 
It is a basic hands-on-course in the uses of a computer terminal and will include a brief 
overview ol Word Pipcessing. Computer Programming. Computer Accounting, and Data 
Entry Occupations This is the prerequisite course for the lour Certificated Programs: 
Word Processing, Computer Programming, Computer Accounting, and Data Entry 
Prerequisite: Ability tcMype 30 words per minute. 

INTRODUCTION TO DAT* PROCESSING — A basic survey course covering theory, data 
entry operations, computer concepts and programming Instruction includes "hands on 
experience" using CRT Terminals, keypunches, apple computers, and cm IBM 4341 

Computer. 



WORD PROCESSING 1 - This 



First course in word processing will provide classroom 



instruction and laboratory experiences leading to the Job entry level skills required ol 
Word Proc«Jfsing Clerks. The moW successful students will be those who have a good 
typing ability IS5+) and good command of spelling, punctuation, and grammar skills 

Instruction will include creating, proof reading, editing, tiling, and printing of business 
communications utilizing a Digital Computer Terminal with access to printing devices 

Prerequisite: The ability to type a minimum of 40 words per minute, Computer Terminal 
Applications or experience using Computer Terminals for communication with Computer. 

WORD PROCESSING D — The student will learn the use oi the transcription devices 
to enter information into the word processing equipment to Creole completed documents 
Specific training will be available in the areas of Medical and Legal" Transcription. 
(Available to Word Processing students next term.) 

PROGRAMMING IN SMUCTUIED BASIC - is a (90) hour course taught on a DEC VAX- 
11/750 computer system that includes one video terminal for each student with line 
printer access. / , 

The students will learn to write programs based on three concepts: Simple Sequencing 
(Read-Let-Print, Etc.), Decision Structures (lf-Then-Else), and Loops (For-Next, Until-Next, 
While-Next). Students learn a systematic five-step approach to program development: 
Problem Analysis, development of program logic through pseudocode, coding the logic 
into basic statements, testing dnd debugging, and documentation. 

Programming topics covered include arrays, sorting, linear and binafey searches, sub- 
routines, subprograms, menus, interactive programming concepts, creation, and mcdntey 
nance of sequential and relative data tiles, and string manipulations. 

PROGRAMMING Of STRUCTURAL COBOL — is a (90) hour course taught^ 
11 /750 computer system that includer an approximate one-to-one ratio oi^ 
video terminals with line printer access. 

The students will learn to write structured cobol programs through a systematic four- 
step approach to program development: Review of program specifications, pr og ram de- 
sign, program coding, and program testing & debugging. Prerequisite: BASIC or other 
program language. V 

Programming topics covered include I/O operations, arithmetic operations, report edit- 
ing, decision structures, data file maintenance, contrcpbreak processing and table pro- 
cessing 

DATA ENTRY — The student will be trained as a CRT operator to input, update, and 
to inquire into the computer system. Exercises will concentrate on speed, accuracy, 
updating, and information gathering from the system. 

HOME PERSONAL COMPUTING — The emphasis is on software experiences for personal 
applications such as word processing, budgeting, and financial uses. Instruction will also 
include basic system commands and programming commands neressary to understand 
and manipulate the computer The cotrfse will use the Apple II computer for the lab work. 
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THE CONTINUING EDUCATION DEPARTMENT 
OF THE 

PORT WAYNE COi-iMUNITY SCHOOLS 



Presents this Certificate of Recognition 
for satisfactory completion of the ' 



WORD PROCESSING CERTIFICATE 



Course of Study offered by the Department of Continuing Education 
which includes the following areas: 



COMPUTER TERMINAL APPLICATIONS 
WORD PROCESSING I 
WORD PROCESSING II 



ft 



I' 



This certificate represents a total of 114 hours of classroom 
and laboratory -instruction* 



Hhia certificate is presented to: 



on the day of 



,19. 



Supervisor of Adult Vocational Programs 



Director 



i 



p: 




THE CONTINUING EDUCATION DEPARTMENT 
OF THE 

FORT WAYNE COMMUNITY SCHOOLS 



Presents this Certificate of Recognition 
for satisfactory completion of the 



COMPUTER PROGRAMMING CERTIFICATE 



Course of Study offered by the Department Of Continuing Education 
which includes the following areas: 



/* 



5>r 



Computer Terminal Applications 
basic Programming 
COBOL 'Pjcdframming 



This certificate represents i^tal of 204 hours of classroom 
and laboratory instruction. "> 

This certificate is presented to: 



on the 



•day of 



,,19. 



Supervisor of Adult Vocational Programs 



Director 



8 
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THE CONTINUING EDUCATION DEPARTMENT 
OF THE 

PORT WAYNE COMMUNITY SCHOOLS 



Course of 



Presents this Certificate of Recognition 
for satisfactory completion of the 



DATA ENTRY CERTIFICATE 



Study offered by the Department of Continuing Education 
which includes the following areas: 



COMPUTER TERMINAL APPLICATIONS 
DATA ENTRY 



lhis certificate represents a total of 69 hours of classroom 
and laboratory instruction* 



This certificate is presented to; 



on the 



.day of ,19, 



Supervisor of Adult Vocational Programs 



Director 



Si 



OTP! 
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DATA ENTRY/TERMINAL OPERATOR 
CERTIFICATE PROGRAM 



Two Courses Required: 

Computer Terminal Application 24 hours. 

Data Entry 90 hours. 
Recommendations: 

Ability to type and work with numbers. 

pOURSE DESCRIPTIONS 

DATA ENTRY: A computer terminal is used 
to train the Data Entry Operator. Emphasis 
s will bo in the areas of: inputing, updating, ac- 
^N-essing, speed, accuracy, and the development 
of input records. 

STRUCTURED BASIC PROGRAMMING: Stu- 
dents v.-il 1 learn structured program design 
through th : \hc of: Simple Sequencing, Loops 
and Decirion Structures. Some of the topics 
covered i :clude: arrays, sorting, subroutines, 
interactive concepts, string manipulations and 
data files. 



COMPUTER TERMINAL APPLICATIONS: A 

introductory course that introduces the appli- 
cation of a computer terminal in the areas of: 
Accounting, Word Processing, Programming, 
and Data Entry. This is the prerequisite course 
for the three Certified Computer Programs. 

1 STRUCTURED COBOL PROGRAMMING: In- 
struction will include the areas of: Structured 
Program Pesiqn, Report Generation, C r.ircl 
Break Processing, Interactive Programming, 
Table Processina, and Data File Maintenance. 

WORD PROCESSING I: Instruction will in- 
clude Creating, Editing, Filing, and Printing 
document: usinq Word Processing Equipment. 
The rourr. ? will ulna include instruction on 
spoiling, punctuation, and grammar. 



ERJC 



WORD PROCESSING APPLICATIONS: In- 
struction will begin with applications like a 
Word Processing Operat©Kimght find on the 
job. The course will include unftc on: Machine 
Transcription, Advanced Word Professing Con- 
cepts, and some instruction on spellm^r, punc- 
tuation, and grammar. 

COMPUTER ACCOUNTING — A computer 
terminal will be used to apply accounting prin- 
ciples in recording business financial trans- 
actions. Instruction will include the areas of; 
General Ledger, Accounts Payable, Accounts 
Receivable, Payroll, Depreciation, Special Jour : 
nals and End-of-Period Statements. Th§se ap- 
plications are designed to meet office account- 
ing requirements. 

ATTENTION: EMPLOYMENT OUT- 
LOOK GOOD FOR PERSONS 
TRAINED IN DATA PROCESSING 
THROUGH 1990 

Employment in Data Processing and Related 
occupations is increasing at a good rate, In 
the Northeastern Indiana Labor Market Infor- 
f maticn Release, both the areas of Computer 
Programming and Data Entry were listed 
among the occupations where "there is the 
heaviest need for workers and that the local 
offir:c estimates supply will be inadequate 
meet demands." Many predict that employ-) 
ment opportunities will continue to increase 
companies continue to find additional aptffi- 
cations for the capabilities of computer equfl 
ment. Data Processing has two major divisions? 
Computer Programming and Data Entry. Data 
Entry Operators arc normally responsible for 
entering, updating, or accessing information 
in a computer systom. Computer Prrarammers 
c;re responsible ior creating the instructions 
and procedures that allow information to flow 
through tho computer system to provide in- 
formation in a timely and accurate format. 





Computer Related 
Occupations 
Certificate Programs 



• WORD PROCESSING 

• COMPUTER PROGRAMMING 

• DATA ENTRY 

• COMPUTER ACCOUNTING 



Fort Wayne Community Schools 
Department oi Continuing Education 
Education Center • 1200 South Barr Street 
Fort Wavne, Indiana 468U2 • Phone 425-765: 
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COMPUTER RELATED 
CERTIFICATE PROGRAMS 



The Adult and Continuing Education Divi- 
sion o( • the Fort Wayne Community Schools 
has access to a large computer based training 
facility that allows the offering of Certificate 
Programs 'in four computer related areas: Word 
Processing, Computer Programming, Computer 
Accounting, and Data Entry. Upon completion 
of one of the four programs of study, the stu- 
dent should be a competitive candidate for 
entry level employment if they possess the pre- 
requisite knowledges and successfully meet the 
program requirements. 

The instructional facility has three rooms of 
computer ba^ed equipment located in tlv Ed- 
ucation Center, at 1200 South Barr Street, in 
Fort Wayne. The available equipment includes 
the following; (50) Digital Equipment Company 
Terminals;'(2) Letter Quality Printers and (20) 
Lanier Transcribers for Word Processing; (?.) 
Teletype 300 line per minuto printers; and soft- 
ware running on the Digital Equipirent VAX 
11/750 Computer. The amount <~f 'equipment 
available provides the opportunity for each 
student to have the use of an individual term- 
inal. The courier, are organized so that each 
student should spend more than 50% of their 
. classtime working at the terminal. 

Within the emplryment marketplace are 
,/many job opportunities that can be filled by 
graduates* of one of the bur Certificate pro- 
grams. There is a high demand for employees 
with knowledge and experience utilizing ter- 
minals and computer software with knowledge 
in Word Processing, Data Entry, Computer Ac- 
counting, and Computci Programming. Course 
sign-up is on a first come-first served basis and 
the school does reserve the right to cancel the 
course if enrollment is inadequate prior to the 
first evening' of clays. The opportunity does 



exist that not all prerequisite classes will need 
to be taken if candidates to the certificate pro- 
gram have taken courses elsewhere or have 
work experience on data processing equipment 
or applications. 

For additional, information or an appoint- 
ment to discuss your training program please 
call 425-7653. 

JOB TITLE: WORD PROCESSOR 

Within the Word Processing Occupations 
are many jobs that used to be referred to as 
"Secretary." The term no longer applies in 
many companies. The functions 'of the "Sec- 
retary" are gradually being transferred over 
to a number of job titles that incorporate the 
technologies of Word Processing since the ad- 
vent of modern office equipment. Some of the 
equipment that has made the most significant 
impact on the "Secretarial" Occupations in- 
cludes: Word Processing Equipment, Computer 
Hardware and Software capabilities, Dictation 
and, Telephone Equipment, Terminals, and 
Electronic Mail. The Word Processing Occupa- 
tions workers will have more and more sophis- 
ticated equipment available to assist them 
in the. completion of their responsibilities. 

WORD PROCESSING 
CERTIFICATE PROGRAM 

Three Courses Required: 

Computer Terminal Application 24 hours 

Word Processing I 45 hours 

Word Processing Applications 45 hours 

Recommen iations: 

Good skills in spelling,- punctuation, gram 
mar, typing^ ability of 55 + words per 
minute. 

BEST COPY AVAILABLE 



ACCOUNTING 
CERTIFICATE PROGRAM 

Three Courses Required: 
*Computer Terminal Application 24 hours 
* Beginning Accounting 45 hours 
Computerized Accounting 90 hours 
*Can be taken in 'same semester 

Recommendations: 
Typing ability of 35 + words per minute 
and ability to work with numbers. 

HELP WANTED: ACCOUNTING DEPT. 

Accounting is the process of recording and 
communicating financial or economic data to 
the persons who evaluate and monitor the fi- 
nancial condition of a business. The computer 
has 'had a major affect on the Accounting Pro- 
fession. Data Processing tools have replaced 
many manual preparation systems by utilizing 
terminals linked to powerful computers. In the 
decades that follow there will be a- continuing 
demand for trained accounting personnel in 
the private, public and governmental sectors. 
The primary factors affecting this ^demand is 
the greater need for accounting information in 
business management, complex and changing 
'tax systems, and the increasing use of data 
processing devices by small business organ- 
izations. 

COMPUTER PROGRAMMING 
CERTIFICATE PROGRAM 

Two Courses Required: 

Structured BASIC Programming 90 hours. 

Structured COBOL Programming 90 hours. 
Recommendations: 

Experience using data processing equip- 
ment or completion of the Computer Ter- 
minal Applications course, 
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A 310 Project 
Micro Computer Use In Our 
Adult Learning Center Math Classes 



By Margaret Hobson 




the 1983-84 school year without a computer ancT^H^th little 



computer experience. Then the Apple Computers provided 
by the 310 Project arrived. I didn't know -how to turn 
it on, much less make it "do" something-. Our school 
system offered an inservice on the Apple which involved 
such depth as how to insert a disk, how to turn the 
machine on and off, and how to "boot" the system. 1 
was in heaven. 

I soon found the disk library and started previewing 
disks and getting our own copies for classroom use, Trie 
stuaents were learning the same things I was--somet imes 
the very next day. 

More inservice classes followed in software 
selection and evaluation. 1 attended the "computer:- 
m Education Wo rK shop" sponge red by Pi Lamba Thetn. 
It was a practical workshop designed to inform elentontary, 
middle ana secondary educators how to effectively use the 
computei as a unique tool in the curriculum. Ball State 
University hosted a workshop for Indiana Computer 
Educators which had mini-sessions to choose from on a 
wide range of computer topics and F.W.C.S. offered 10 hours 
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of instruction in program design. We covered drill and 
practice, tutorial, simulation, interactive and utility 
programs . 

I then began taking computer courses. One was 
Computer Terminal Applications (30 hours of instruction) 
and the next was programming (90 hours of instruction) . 
This gave me the courge, background and desire to begin 
writing my own materials to be used in the classroom. 

I have since joined Indiana Computer Educators and 
a local Apple-users group. We made the purchase of an 
Apple for home use and I am now abligated to share it 
with my family. (An old ABE slogan... You educate a 

* 

mother and you educate a family*) A side-light of all. 

this is that there is a real sharing of ideas and materials 

among all interested building teachers. I had little 
•A- 

previous interaction with many of these people, since 
they were vocational educators. The information 
exchange has been very valuable and the personal 
interaction has been very good. 

Student computer literacy has been a prime goal in 
this program and almost every student has had the oppor- 
tunity to become familiar with the Apple. .Some have 
requested extra time on the computer ana some have 
expressed a dislike of working on it. (Sometimes learning 

l 81 



hc*r to operate the software is as difficult as learning the 
original teaching objective.) I have used it for readiness 
(especially in fractions), drill and practice (mainly 
multiplication and division tables) , and for teaching new 
concepts (I really like the geometry disks and that topic 
isn't well covered in our texts). Men, especially, like to 
use the Automotive Math disk as it teaches decimals and 
percentages as applied to autos. 

I have notices how students working in a small group 
with the Apple have become friends and seem to enjoy the 
interaction with each other as they react as a whole with 
the computer. It becomes^ a group project. 

Working on the Apple can be a "cop-out" for those few 
students who really aren't eager to learn, however. It 
sometimes has been necessary to insist they go back to {their 
book . ' 

The students have had so much experience with programmed 
disks they are suprised to find what sophisticated math it 
can do without programming. And I have also discovered that 
although the Apple is a wonderful "number cruncher" it is, at 
the same time, one stupid machine. It does as I say, not as 
I mean. 
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The computer has been used to show real- life calculations 
that would be very tedious to do manually. One student took 




out a 5-year contract on a $30,000 home at 10% and paid 
$303.47 each moii^n with the interest being deducted first 
and the remainder going to the principal. We werfe. able, to 
make up a single program and print out a chart showing the 
payments and the balance remaining for his contract. He 
was very pleased. 

Ijfeel Math and Business have the best potential for 
continued computer usage in our ABE/GED program. I certainly 
wish to continue to develop computer usage in the math class. 

♦ 

I've only scratched the surface^^ 
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ADULT EDUCATION 310 MICROCOMPUTER 



USE IN THE ADULT LEARNING CENTER 



LANGUAGE ARTS CLASSES 



BY Willodean Clinkenbeard 



Our Learning Center is located in the Regional Vocational 
Center in Port Wayne, Indiana. Six classrooms comprise the 
division, and subject areas are taught separately in these 
respective facilities. Until last fall, only one of our 
teachers had been familiar with the operation of computers. 
Since the high school vocational computer program was located 
immediately above our department, we were aware of the fascina 
tion of computers and of the extensive thrust by" our school 
system to promote computer education. 



In the spring of 1983 our faculty and staff participated 



above us. We were excited about the use of computers and how 



lab employees enrolled in a brief summer school computer class 



fl^iat taught a basic overview on microcomputers. We were all 
in a state of confusion, yet beirg so receptive to its use. 
The news that we had actual computers in our department last 
fall, upon our return to school, was a surprise and a delight. 

The challenge lay ahead as we attempted to develop a 
plan to best utilize two computers. Primarily they were 
used in the math room and in the language arts room; however, 



in a half-day inservice which was held in the computer rooms 



we could make use of this development. Many of our adult 
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the business teacher incorporated the use of the computer in 
her classroom, and the social stu&ies / 'teacher pfcjjviewed some 
software and shared its contents with his students. 

We each began to preview software and experiment with 
these materials in our subject areas. Our teaching approach 
is on an individual basis, which lends itself to computer 

c 

instruction. Our enrollment procedure is a continuous one? • 
we receive students daily - each 'possessing varied skills at 
various levels. Diagnose, instruct, drill, practice, and 
evaluate are usual steps in our teaching method for the adult 
student. Many students require encouragement and motivation. 
Some adult students who were "turned off" in a structured 
classroom with traditional materials and methods of teaching 
are eager to work on the computers. 

STAFF. ACTIVITIES : My first activity after experimenting 
with a computer in the department was. to attend an inservice 
ih our building on computer literacy, in October, I attended 
Project Update - a workshop on Saturdays in Indianapolis, to 
inform adult educators^about software choices and uses to make 
of computers in our laboratories. The following weekend in 
October three of our staff attended the Indiana Computer * 
Educators Conference at Ball State University. The conference 
offered many sessions throughout the day. I chose those 
relating to the teaching of language arts, record keeping for 
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classes, and those assisting in decision about choices of 
software. 

Fort ^ayne Community Schools had scheduled numerous 
ins ervice opportunities for the school year. On November 5, 
I attended an all day workshop on'^sJa^uation of software. We 
selected various disks and programs to preview on a rotation 
basis during the next few months. My choices included those 
on library and social studies. Another activity involved a 
vendor visiting our lab to demonstrate the share software 
which was designed for adults, especially in the preparation 
for obtaining a GED. The local inservice sessions after 
school and on Saturdays which 1 attended wer/K^- Introduction 
to Instruction on Computer Programs, Introduction to the Appl 
Evaluation of Software, Visi Calc, Card Reader ,. Apple Writer, 
Design of Computer Programs and Programming the Apple. Some 
of these sessions met for five evenings in one series. 

I attended the IU-PU curriculum lab several times to 
preview disks from their collection. Our own educational ^ 
computer center in our building was a tremendous source of ? 

4 

information, advice and direction. There we were able to . 
obtain numarous packets to examine and to try in our class-'* 
rooms. During the ISTA Teacher Conference I chose all the 
sections that were related to teaching by or with computers X 
This spring I enrolled for an all day workshop at the IU 

Conference on Computers. Emphasis on keeping classroom 

186 



page 4 *• 

files and on using the computer for counseling appealed to 
me as being applicable in my individual teaching assignment. 
In addition to teaching the adult student, I also teach the 
expectant teenager; child care and English materials geared 
to this group are of interest to me. 

Our recent Adult Education Conference in Indianapolis 
was an interesting activity which I shared. The different 
representatives from all over the state shared their projects 
and their methods for using the computer in the adult lab. 

Other activities in computer use involved my purchasing 
an Apple for personal use, but primarily for school use. The 
materials are interesting and they require considerable pre- 
view time which after school and weekends proved to be 
inadequate. Purchasing thj^Apple led to another activity - 
joining the Apple Computer Club through IUPU. Monthly meetings 
present news informational releases , exchanges of ideas , 
materials, experiences and demonstrations by computer businesses 

Recently I was invited to participate in a four-day 
workshop for advanced computer training in teaching writing. 
I shall take part in this activity and make use of the skill 
in our classroom both this summer and in the fall. 

Other activities that I found helpful this past year 
were the informal visits and phone conversations with teachers 
in both the same setting as mine as well as in different 
classroom settings. The enthusiasm of a teacher who is 
resourceful with the use of classroom computers is stimulating 
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and encouraging. Of course, there is one activity that is 

► 

ongoing - the constant viewing of catalogs which arrive daily. 
The evaluation techniques discussed in workshops prove extremely 
helpful. 

STUDENT UTILIZATION: In my classroom I used the computer 
to teach computer literacy at first, just to let students try 
the operation and experience the wonder. The very operating 
of the keyboard was frightening to some' because they couldn't 
type. No one was compelled to use the computer. I demonstrated 
the routine of operation and would explain what the particular 
disk was designed to teach, and then either a student or myseli: 
would start the process. My room is composed of students pre- 

aring for the GED and for high school students. Both groups 
could share in the same activity. In the expectant mother 
program I used it to teach grammar and nutrition. Materials-* * 
on health maintenance were used for all groups. 

Most of the time I used the computer to instruct fc* to -\ 
present language skills in a manner that would intrigue tth%' 
student a bit more than the workbook or textbook. Much of 
the time individual students used the computer alone to re- 
view some concept or skill which they lacked. However, when 
the computer was very new to all of us, we did considerable 
work as a volunteer group. I would explain what disks I had, 
and the students gathered around the computer to watch the 
operation. Usually two or three students would take turns 
operating while a group decision would state the response. 
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We varied this procedure, but at all times students knew they 
shared equally in the right to the computer. Many times students 
attend class on an irregular schedule, so these persons usually 
worked the computer alone or with one other student to try out 
something he had missed. 

Occasipnally a student would ask to use the computer when 
he/she had previously assigned work to cover. Soon they 
learned the reenforcement theory of covering a concept 
in more than any one way. Sometimes students were inclined 
to become noisy and excited while operating the computer, but 
these were few, and never became a constant interruption to 
students studying in another manner. 

After several students had learned to feel confident in 
running the computer, and after they had experimented with a 
single disk approach, I tried presenting an entire package of 
material. An initial pretest was given by worksheet, the 
disk run, and then another post-test completed. I found the 
students liked the continuity in this method. Parts of speech 
instructional material was quite adaptable to this method. 



This year I did not leave all materials on display for 
their selection, which I do want to try another year. Most of 
my material was on a loan basis which I was responsible for to 
return in a two-week period. I felt that all students treated 
the hardware and software carefully and that they were very 
attentive in the care and use instruction periods. 

RESULTS: I found in using the comp-iter for tutorial and 
for drill and practice that I saved much time and energy by 




f aye / 

not verbally repeating instructions. I know the students were 
fascinated by the interaction they had with the computer. They 
seemed to enjoyj a dialogue with the computer. It allowed them 
.to make mistakes and correct them without anyone else knowing 
it. The one feature students like is to have a choice of 

> 

difficulty in the various programs. Most of them choose the 
easier one to begin and to master. There is no need for false 
pretense. Even if the material was remedial or simple, the 
student who needed this rule or practice could use it with no 
stigma attached. The fact that they were operating a piece 
of equipment erased any significance as to the level of text 
used. 

Students were aware of their need to interact in the 
learning process. I found an interesting blend of ages work- 
ing together on the computer. My over 65 student found great 
pleasure in joining an 18 year old at the computer, both try- 
ing to gain a skill. At first the older student would be 
apprehensive about operating the computer, but he/she was 
eager to watch. Before long I noticed they would trade tasks 
and both shared equally in operating and responding. Many 
adult students expressed amazement that they cou erate 
a computer like the one. their children had "run" at school. 

Students learned the importance of reading instructions 
carefully. In some instances the frame with the instructions 
passed by and they realized they did not know what they were ** 
to do. Additional time was wasted in starting over to get to 
thac particular frame again. They never became upset over 
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this and seemed to appreciate the, patience which the computer 
had too. 

\ 

A conclusion was determined by the students that the study 
of language arts need not be boring or useless. As we used the 
computer to clarify, teach, or drill we applied that concept 
to some practical use in functioning effectively in our daily 
life. 

Students learned that the computer could not read for you. 

V. 

so the interrelation of needed skills was evident. They learned 
that the input was necessary to obtain desired output.- 

The best use of the computer for prob. ^m students that I 
found, involved giving them hope and security about learning. 
It was a new avenue for learning that challenged them and' 

v )'" 

i~ 

accepted them. If the problem was behavior, I could eliminate 
much need for attention and much % waste of time by placing that 

f 

student on the computer with a clear understanding that an 
evaluation of the material would be requested, or that a follow- 
up performance such as a post-test would be required. In 
every case they responded favorably. I especially Aiked using 
the pretest and post-test method because the student^cjwld* r 

* 

clearly see the scope of the material not known, and could see 

\ 

the amount which was later improved or mastered. It helped 
them set goals and a definite plan of action. By using the 
computer, the problem student has more control over his iearning 
situation. He becomes actively involved in the solution to his 
present learning limitations. 

m 
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PLANS FOR THE FUTURE: In the future, I believe we will 
have more computer hardware and software available through 
business, industry, and public donating to the schools, 
especially when positive results are beginning to emerge. 
I also see possibilities of software being interchangeable 
on different computers. The networking and indexing of 
information will become available for individuals and schools. 
Even now there are numerous disks in public domain, but in the 
future the software will be the direct lihe of communication. 
I see more hook-ups to one another by phone line. I can see • 
workshops and meetings conducted by sophisticated technological 

* 

means instead of everyone traveling to one location for a 
, meeting of the minds. In the future mfcny more teachers will 
create their own tailored courseware. This will enable each 
teacher to deliver specifics ►to 3 particular class. - In 
general, I believe we w$ll all have a tremendous choice of 
teaching materials available at more reasonable rates as the 
software companies compete for the market of adult education 

1 

sales • 

It will be more effective t:o have computers readily 
available at all times. Classes must be available both day fc 

t ♦ 

and night for the high school student and the adult student. 
Parents are willing to be involved in this movement of "computer 
education, and the schools must be able to share in the process. 

I plan to use the computer in my room to increase the 
students' mastery of language arts by planning activities 
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and' programs on the computer. I will hope to add to our material 
inventory, and hopefully we can have more computers made avail- , 
able to us. 'Next year I will have a regular computer station 
with a selection of materials available to the student ? , I will 
still do diagnostic testing to determine which materials are 
best suited to the students need. I plan to have a lot of 
choice material for students to use when basic work has been ( 
covered. . I plan to use students helping students since I do 
not havi; the assistance of an aide. I hope to have coping 
skills' and counseling disks available to our students. These 
areas for adult students are vital, and materials are now 
available. 

r 

Since I teach a variety of subjects and my student Compos ire 
is extremely varied, I hope to use the computer in setting up 
<Jood record keeping - grade manager , 1 class lists, requirement 
coverage, personal data cards, and statistical tallies to name 

/ 

.few. /I will also ,use the computer to generate tests, % tp grade 
~tnem, to assign make up work for students who are absent for ■ 
deliveries, to give remedial work, and to promote &rill and 

practice in content areas. 

I--.'" . • ' 

One new use for next year will be to motivate students to 

« 

write with the help of the computer. Writing is a *feal weakness 
, for many students. 

> ' Whatever uses are chosen for the computer in classroom' 
instruction, I do feel the computer is permanent and not just 

y 

a fad. • 
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ADULT EDUCATION 310 PROJECT: Developing a Plan for using the Micro- 
computer in the Adult Classroom * 



5 Hrs, 



1. Develop an irT^truct io^al plan for using the Micro- 
computer in our FWCS Adult Learning Center classes, 



a. * Evaluate and accumulate software materials 

suitable ''for use with the adults in our 
courses. Keeping a reqprd of any software 
to be used and those that seem suitable, 

b. Write goals, list possible areas of use, ^nd 
write a student evaluatibn plan for such use. 



3 Hrs. 



2.' Develop a recommended plan for 'using the Micro- 
computer as a classroom management tool. 



a. List possible uses and suggest methods of 
implement mg those procedures , 

b. Make a samole of such a plan or a part of 
such a oLan. 



Vse this, sheet as a summary of hours worked,- It is recognized chat these 
tasks will undoubtedly take longer than the hours 1 isted^ above , This log 
will be used in support of our payroll procedures.' , 



Date 



From 



Hours Spent 
To 



Total 



From 



From 



To 
To 



Prom 
From 
From 
From 



To 
To 
To 
To 



From 



To 
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.course description— Microcomputer use 



* 



12 WEEKS - THREE HOURS PER WEEK - 36 HOURS TOTAL 



ADULT EVENING COURSE 



Computer commands necessary to run software , 
Evaluation, o'f software 
Initialize a disk ■ ' , 
System commands 

•••Run, List, Load, Save, New, Rem, Delete, Home, Text, Flash, Inverse, 
Normal, End .1 

Program Commands 

• ••Print, Let, Goto, Input, For/ Next, If-Then, Plbt,*'Hlin, Vlin, >5oSub 
BASIC Programing - 

Use of Visicalc 

• ••Record keeping, checidaook, inventory, investment, « 4 , 

Use of Apple Writer II « 
•••word processor 

Other software suitarue rcr various computers . 

Understand* manage,' and manipulate tne computer and its peripheral equipment 



Technical Computer 'Jargon 
• . • Rom, Ram, 



V 



4 



X 




♦ 




SOFTWARE EVALUATED BY OUR ADULT LEARNING CENTER INSTRUCTORS, 

.*•»"• 

Most of the software was available through .our own school 
media library or within the city of For£ Wayne at I.U.- * 
Purdue Curriculum Laboratdry. « 



Source 

Singer 

MECC ' 

MECC 
MECC - 

MECC • 
MECC 

MECC . 

MECC 

MECC 

MECC , . 

MECC 

MECC 

MECC V - - 

MECC 

MECC 

MECC ' 

MECC 

MECC 

MECC 

MECC 

MECC * 

MECC 

MECC 

MECC 

MfeCC 



Description 

Parts of Speech 
Intro to Computer 
Uses 

Files on Apple . « ■ 
Beginning Applesoft 
Basic, 

Apple Special Features 
Apple Assembly 
Language 
Apple Demo 
Elem. Lang Arts 
Teacher Utilites „ 
Programmer's Aid 
Spelling 

Special Needs*** * 
Spel.i. ing % 
Spelling 
Guidance 

School Utilities' - 
Projections 
Teacher Utilities 
Vol.s 

English - Parts of 
Speech 

Health Maintenance 
11 Vol 2 

Nutrition 
Nutrition Vol 2 # 
Heatloss 
Food Facts 
Health Immunization 
Grade Manager 



Rating 

Excellent 
Excellent 

Excellent 
Excellent 

Excellent 
Good 

> • 
Excellent 
Good 

Excellent 
Excellent 
Good 
Good 

Good 
Good 
Good 

Good 

Excellent 

Good 
Good 

Excellent 
Excellent 
Fair * * 
Excellent 
Good 

Excellent 
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Source Description Rating 



MECC ' , 


Mouse in the Maze 


Excellent 


MECC 


Writing a Narrative 


Excellent 


MECC 


Guessing and Thinking Good ' 


MECC 


Loops 


Good 


MECC 


Data Handler 


Excellent 


BLGL' 


Lang. Arts, GED 


Excellent 


MECC ' 


Keyboard Skills 


Good 


MECC 


Language and Logic 


Good 


Micro Power 


Library Skills 


Good 


Edu-Ware 


Perception 


Good 


Spinmaker 


* Snooper Troops 


Fair 


Micro-Ed 


Maps & Globes' 


Good 


Marc-Ed 


. United States 


Good 


Marc-Ed 


World 


Good 


Apple Comp. Inc. 


Apple Writer 


Excellent 


Micro Power & Light 


Sentences 


Good 


Milliken Co. 


Lang. Arts/Grammar 


Excellent 


Milliken Co. 


Laftg. Study Skills 


Good 




& Alphabetization 




Milliken Co. 


Sentence Combining 


Excellent 


Milliken Co. 


Manager Program 


Excellent 


Random House 


Fund. Punctuation 
Practice 


Good 


Milliken Cq. \* 


Pronouns 


Excellent 


Milliken Co. 


Punctuation 


Excellent 


Milliken Co. 


Sentence Patterns 


Excellent 


DLM 


Alien Addition 


poor 


DliM ' • * 


Alligator Mix 


poor 


Learning Co. 


Bumble games 


good' 


Learning Co. * 


Bumble 1 Plot 


poor 


DLM 


EJemotition Division 


poor 


DLM 


Dragon Mix 


poor 


SVE 


Guiness World Records 


excellent 






to poor 


DLM ' 


Meteor Multiplication 


good 


Tutorprogranv 


percentage: a 
review course' 


good 


Milliken Co. 


Minum Mission 


Excellent 


Sunbyrst 


Survival Math 


good 


Sunburst 


Explorer Metrojs 


excellent 


Sterling Swift 


Fractions : B^asic 
Concepts 


good 
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Source 




« 9 . 

Description 


Rating 


Sterling Swift 




"Fractions: Addition 


Good 






and Subtraction 




Computer Solutions 


Zardax 


Excellent 


Apple Computers, 


Inc. 


Apple Writer II 


Good 


Apple" Computers, 


Inc.' 


Screen Writer^ II 


Excellent 


Apple Computers; 


Inc 


Executive Secretary 


Good u 


Apple Computers, 


Inc 


Personal Secretary 


Good 


Artsci, Inc 




Magic Window 


Excellent 


Da tamos t 




.Write-on 


Poor 


Hayden- Software 




Pie Writer 


Good 


Muse, Inc 




Super-text 


Poor 


Quark, Inc 




Word Juggler 


Poor 


Quark, Inc 




PFS 


Excellent 


Quark, Inc 




Bank Street Writer 


Excellent 


MECC 




Elementary Geometry 


Excellent 

1 






(4 Disks )* • 




MECC 




Mathematics, Vol 1 


Poor 


MECC 




Mathematics, Vol 2 


Excellent 


MECC 




Oregon Trail 


Excellent 


MECC 




Estimation • 


Poor 


MECC 




Computer Generated t 


Good 






Math'. 




MECC ^ 


* 


Automotive Math 


Excellent 


MECC 




Graphs 


Poor * 


MECC 




Algebra »• 


Poor 
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